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X A A A A* ft) lSj La_juUU 3 1^9 1 . CjljuuI OJUuJ ^Lil^LljuJ ^IjSl lS \jJ J^juoS I QjzXjjJ OljujL^jJUO 

fijj qjI t-SL^JjlpjO ^jijuIjSl JLj^ CU jjJ JJjj&j ^lj I j J^ajoSI Juu5>I(^> ^jvjo 

. JuuljuUL LiV3^l> jljSl 

o^lil 0 +^ °Vi -JuJjIj ^jvjo Learn excel fast & easy ^bS jl <_sl oJ 

j^.CjljuuI 0 ^3J 1-Sjl.b CjuLoI jJ i^SLjuJ <Jjl QjOJ>jJ .CjljujI OJuuJ CU-jujLSu 

Qj ju^l^U JJ - CjljuJ I OJuuJ ciSLol v <jj| cb jjJ l_sLq> gSl^jo 

■ JJ| OJuuJ 6Jul.bj.Sjj ^jvSjj 
.JuujU jljSl fij j <Jjl V-SjjS-blj j6 ^JvSjoS Jul^ju ^ /Jj^JujoI 

^sOLiJ L JluI^j 63 J> i3l&.blajul 3 j-bu />\Lcl v-Sljj .Cjljuulu L )gl> jl t-Sjlc <jjI 

A 4 jloT ^\Ij 3 cu U O63J0J jIjSjj ujuLoj bahraml941362@vahoo.com v _ S vl rf j3 > i5JI 

http://amar80.blofa.com .±jS cls^I^o 

_>SljuUU \L +9 \j (_sJbxjL>l obl^l ,_sOLjUI^ CLCX^) j\ 

.fijS t _s^o 



uIjJuOm^> /)I_>£j 
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J3Jl> 

TV Gk>l_^jLxul ub ijjU^b) Qj GujuI O i uloj 

TV ^L>jul 3 ld> J3JLUJ £ J3JLUJ 

T 1 J3JLUJ QJ CjSjZ> 

TO jlcp*j 0 d 5 > ^sL^J3JLuj jl kSSqjxC. b ci^b v btiil 

Tl tSl^gJLuJ jl c bC > lj <*-Sb V L^jI 

TV iJvlsS c boL; y^Laiul 

TA cLp>b Jl 29 J3JL-JUJ CjSjS> 

TA J3JL-U QU1J3I ^jL^jul 

TH cUSj jlSu c tc>Li J3JLUJ ,jjjJ>I V btiil 

TH cLL 9 j jLSu c Lx>b <jjulq>1^ 

T 1 L^J3JLjuj 3 Ld^jJo-Juu 

T 1 LpJ3jLjuj b u3jLjuj v btiil 

T 1 L&jJq-ajJ Ll jJcLjuJ V L^ul 

T 1 ^Su t jJcljuj <^Sb t J3-L-VJU ^.Su Cj^jS qsLbl 

T 1 U3jLjuJ <^Sb £ jJcLjuJ <^Sb £ J3J-JUU i^Sb l 9 Jl> 

TT U3^-juj JuC> b <-Sb u^j,S jLSLjujI b 

TT jJq_juJ Juj> b ^Sj jLSLjujI b U^jS 

TT Jluxu j2> Ij lS^JulLjU lSI^ 0 ^ 1 ^ 

T 1 ^Sb ld> jJjJ *Cj£jS> 

T 1 Iq> JuJ^ ^b^j^Luo jl O^lajLjujI 

T 1 .3JU0 -bujJ3J v L^ul 

To <*_s L^J^JL^j yjj gjj^uu jjj^i 

To /)b C L^> jl O^UjLjujI 

L^J3JLuj jl c L*s > b ^bfcjul 

T"l OJub^uuc>r 3 {JjJjJ £ CjljuJ3J3j 

T1 JuJS °^>SL>& LuO 

OJLjuJ j b V^Sb jl ^JjUUU UJub-JuUC>r 

T 1 3 OJu^i^ jl O^lsjJLjujI b OJuIjljuijc> 3 

TV Cj^jS Lo^j 3 OJl^juJlS jl O^LfijLjujI b O Ju I a_juUC> 3 U^J-I 

TV J3JL-AJJ uljjjfc cu J 3 j 0 j 3 b <jJuo b J3JL-AJJ ^Sb ^_syS 

TV <^SbJS Jj 3^ b J3JLUJ ^Sb L _5yb> 

TA jb uSld^ CLjuJ^j IS QjU 

TA ^Sb JLfijul b L _5yS 

jl L^J3 JLuj ^_5yS 

^ ^ '^b t_ 5 y^ 

TJ^S 

,,o^> 

IT U Jjj\ j\$j 3 

IT IgJ^JLuU «L» l jJuD i_)l3 

IT ^ jl Oilfti^jul 
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IT i-S Lpj^3j3 Cjljuuj^ 9 jl v L**il 

£T olcMJol ^syUj^l 

IT _^juul jl JlS2j Jlsd J$JLjU 

££ cip'b Cj i-jbauul 

£o £\OjI j\ 

£1 (Validation Data) olc\Lbl vjybjjl 

£V GuuuuJ 

£A i_sld> oiL ^3_;3 jl 

£H i_S^3j 3 »_sLd> (Jjjo 

£<* LivkiJ 

O 4 ^_sy L/jjl JojuuJ l9Jl> 

O ♦ QJUO UJuJ^U 

O ♦ yjuO UJl^LU lSL^juJ^J 

CU <jJuO GJlO&jU 

0 ^ jb^3> O J§*£> CU <jJuO GJlO^jU §2 . J 

^ ^ j3“b ^JluO GJlC*1aJ 

CO <jbuo O Jlc^u 



l& 0^3 J C*j0 j\ jj\jS \JjJZ GJlOjiu 



OT OJlc^lu <jJuo i-SljJ jjJLjo <^Su cisLol 

Ol iJ^JLjkjU (JviiSj QJ jjuSU 

oo J^JLuj gI^Jlc kSj ^OuljuJlSU 

00 l& o^b 

01 ^JmCO CU IjlC JbU^J 

Ol Jujb (jJuo Jq-Q- 9 cb ^jvjL^J^JLjuj 

OV u±jS 3 <jJL9b 

OA cLjuu^jb t-SLcb oSjj cUxq3 ^ 3 CGGuul> 

OH yjuO ^IgJc^jO^S j I O^bjuujl 

0 <* (jJuO UuSjj 

OS V^L^jjljLjO j I O^LlGujI L QJuO ^—juSjJ 

"1 4 t-SL^J^OjS j I O^I&jLajjI b qJuo 

*!♦ CONCATENATE J3joj 3 jl o^LqjljujI b <jJuo 

*1 } cLjl 9 b Ju 3 jj 3 1 JlC I j I O^La^juul b qJuo 

IT ,jJuo jl <J33 jJ> ^l>iGLjujl 

IT J 3 jOjS j I O^LqJLjujI b {JjJjo j I u93jC> ^IjCGGujI 

IT J3j0j 3 jl O^LqJLjujI U 3 -Xj ,jJuO j\ gljCGGuul 

IT ILa 5 ^^l 3 jl> />b 3 /)b lSjLajuI J c> 

IT /)b 3 />b v-SjLujIjl> v-Sljj l jvj 1 ^ 3 j 0 j 3 

* 1 £ J 3 J 0 jB j\ O^LoJiLjujI O 3 JU />b 3 />b i3jLuulji> 



T J^s 

mi 3 1 _X_C I lSJUlJSuuJ 

*1*1 JU3-CJ ^jvjo Ojul>G b^S j L q_juu L_sLd) v-S J lOjJLSljuj 

*1*1 jIJlCI I^JlGJLSljuU Cl^-> J^juoSI jJ CLl9j j b CO /Xj\bc 

*1A . . . ^JlC 3 Chu° bxJ i b j I CjJb> jjL^boJ 1 °0 ^I_)lcI t « 3 JuuJ^Ljuj 

*1A osjuuJb^j cJb>jjo 



A 
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Uol j 3 — ■ — = 

1A (^jju^) Dash b 0 U (JvfljuO 3 JlC uS JuuJLSi_»i 

V» l^JliuO — JO uSJuuJ^LjuJ 

V» :>IjlcI < 3 juuJSLjuj cu ^^05^1^00 /kj\C u 3_>5 cisLol 

^Ld U ^3 *£C*jO /Xj\lc c lXXQi iji JU loJ 

V 1 L> jjjJ LajJ I jJ ^ I JlC I L_S JuuJLSLjuU 

V I Joj^juO b J JlC l_S IjJ Lfi_juu l 3 JUul!^L*jj jl OjIqJLjuuI 

VT ^JuJ^LJUJ 

VT OJuuJ ^ ^IjlcI v 3 Juul 5^XXJ> 

VT JLQ^^ ^JVJO />bul Ij oLljujIc^jO J^juoSI 

^ (CjljuULU olj) lSJuI <Jj> olj 

lSI PjIjT J^jOjS c jJ-Xj L_ 9Uaajl Jo olj 

T J^s 

VO....... ...... . ...... uloj 3 di^ 

Vo J uS ^JVJO CLljujL^IjO <=1)3 Sb> Ij uloj 3 £Ujb J^juoSI 

Vo J3JLUJ cu ld> ojIj J3J3 

VI J3JL1JJ cu Lq^ 0 jI j uLujT J3j3 

VV Livl29 £ujb 3 uloj ^>333 ^jnjLq^j^Luo 

VV L^J^JLuu j J £ujb gjj-juu vub 

VV I^JuuJ^LajJ (JJUM 3-^ ^JlC jjjuuLxxj “ uloj 3 £ujb 

VA uloj 3 £ujb j 15^3> ^333 

VA series v-sl 033I duo b l& ^ujb jl ^Sjuuj ^Sj 

v<\ _>jJLjO uS^juO U Ld> £Ujli jl iSj-vJ Cj 

VH uloj <_sLd> Oib ^3_;3 

VH Cj qjl^ls U ^jOloj i-Sj-juj l_Su J3j3 

V°\ CjlCLuJ L_$J ClLolS b ^jOloj l_Su J3J3 

A 4 Ld-juj ^-Sld> ^ujb 

A 4 £ujb 

A 4 ^Ujb lSJulJ^juj J3Jl> 

A^l oljLJujlcfcjo 3 Idi J3 jOjS “ £ujb 

A) Id} £}Jjb QjU d)\k>l CLljuuL^jO 

AT Ld^ ^jlO-Q^ J>l CL ljuuL^jO 

AT ld> Ju^l 9 jI Jl2j cUjujbtjo 

AT VBA 3^ ^b OjLcXjuJ CLljujL^IjO l jJ 3 jO - >9 

AT uloj ^_5 V_juJj Iq-juU lSJulJLSljlU 

AT GlCIuU TT jl jjljulXjJ uloj jJ^LqjO 

A1 uloj ^JuuJ^ljuj J3Jc> 

A1 oLjuubtjo 3 Loi J^jS ~ uloj 

AO jLvjJLcI Qj L^jlCLuJ JjJuj 

AO L^jlcLjuj (jjj l 9\1 a>I ( Ljjuixo 

A1 \JL <\j L^cLaju o±j£ 

A1 uloj jljLfljO CU ^JlC JjJuj 

A1 uL^> (-aJLiitjo JoLaj (-SlpJ^cLuj qjj vjOloj <-9 \Ll>I c(j_*jub«> 

0 J-^t9 

A V l& '-5>->_tjL) 
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AA vSJulJSljuu OijS i 

AA (jjjLfiJ iS J uuJLSLvjJ L ^ J UulI^LjuJ ^_ 5 y^ 

AA lS J UulI^LjuJ 

AA 3 c bLjuJ3jJ v-S JuuJLSLjuj F 4 jl O^La^juul 

A°l kSJuuJS^uj ^jyS i-SLy ^jl-^bL> jl O^lajLjuul 

A°l c LuJ^jiS \j/Dj 3 jjULU ^uuuJ jxiill 

S ♦ 0 (Jjuuloj j\ ^Sjj£$ 1 s> 

H 4 ^JVjuiljLfijuU l_SLd> v^SuljuJ 3 CjlJ>LjUJ 

*\\ v-Sj^u^ cb cLaJj^jIS jl La ^.Suljuj (yolc^l) ^jyS 

°IT CLjuJ^jIS J3JLUJ JulT> L J3JLUJ <b <^SuljuJ JLcxcl 

Jul OJuJj L jybjljj 5 > <b ci 5 l jvj\Loj> ^j^ju LoJ 

f 

°IQ..,. 

°lO < T c t^r _/Xjuu1 

°\0 S/yJiS I J /XjujI IjJ> 

HI ^Ouujl Uu 5 jj 

HI /XjujI kij 

°\V La /xjujI OjuL>i> 

HV La /xjujI ^9jo 

HV gJ>jJ0 k_Su 

°W La /xjujI j3>o 

HA yxJ> U3 jLjuJ 3 \JL jJo-juJ ^3^>3j 0 (jJuO <*_jljuiJL> jJ ^JVjoLujI 

HA ul kSj l-X^ub> 3 /xjujI <^Su Ov>S 

HH J3j0jS <b /xjujI <^Su j 15 ^ 3 > ^3^3 

HH /XjujI <^Sb ^SjI_x 1 jL> 

1 ♦ ♦ J3J0 jB >s^juo jJLs ^jvjoLujI ^Sjl_xSub> 

1 ♦ Y J3J-JUJ Qj iJqjqjS ^ 3 j 3 jl -yszjtd Juuj Ojb /XjujI <^Su b J 3 j 0 j 3 gp>jjo 

WY /XjujI <bL&>- 0 jLj3^ O^LqjLjujI i_sIjj i-S^JlC jIjlQjo b J3 j0jS 

WT Define Name ^sl o^L^o .plS ^ ^liLo 

1 ♦ £ /XjujI gJ>jjO jL^ 2>3J> ^jOLuJj j3j <b 

1 *0 L3J3JLUJ jl v-S^3jcxC c b->b t gj>jj 0 jlS^3^ ^jvjLuJj J3j <b v-Sljj l jJ3X)jS 

(o^l^ J3-)c> ) ^jviaS c l t P > 'b /XjujI kJ^bujj j3j cu ^SljJ ^_5J3 jOjS 

) ♦ *1 3 jS Lo b S^r >0 c Ls> b Luj j 33 j cb 3 /xjuj I ^-Su ^iu jsu 

vj^s 

1 ^ ■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■ La J3J0 jB 
W V J3JL1JJ J3j0jS 

1 4 A ^jvjljuuu 3 ^Uojo S^jjo i J3J0JS 

1 4 A ^jyLJuuu J>jjO 

1 ^ ^JLloo gpr^jo 

WH F 4 jJK 

1 1 ♦ J3X) j3 v 3 jIjSjL> /)LSjLa ^jyLJuuu Spr>0 c ^-) 

1 ) ) 3J 3J ^.sLa J3 jojS 

] IT J3j0jS 03^^ J3j0jS v-Sjl-XSub> 3 ^syS 

) IT i_SjLoT kSI^J^ojS u^ 3 j 3 l 

1 - 
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'Col j 3 J-a-o^I <jlij3ol — = 

1 IT Analysis ToolPak , Analysis ToolPak - VBA 

1 ) £ <J>I qj IjT J9J0 jB 

\ ) O ^Sl culjl t_Sl& 

1^0 b cSl& J^JLajU Cjl>LuJ LSI qjljl cSloi J()jOjS 

11"! cLjuj^jIS LpJ^JLuj qju Ju^jU ^b*jl 

) ) V ^j^juujjL 

1 W J^jOjS ^SOuJjjL jIjjI 3I5J 

1 1 A OljuuuI^ J^JLuj qj \ /)Jlqjo J^JLuj qj c_a^3j> 

^ ^ A ,/> jlqjo J^JLuj qj CjSjs> 

^ a qj-juuu I3 J^JLuj qj CjSjs> 

^ ^ qSjj lSJu3ju oSL^J^JLuj ^juu CaSjJ> 

1 ) S J^ojS U3j3 qj qJljujIaS /)Jl 9 

1 1 S ld> Lkjj> 

\Y) 1 Jq.> v-S3b> ^l^J^JLuj uSjlA^ Ouo\ic 

^ UUa^ csyb^ 

1 TT 0Juc>jj> &>l>o 

ITT jljlj 

1 To Id) q_JuJ3^jLS «3ld>Ju3 r * t ! 

ITo q_juJ3^jl5 Quu Juc^u ^L*jI 

ITS q_AjJ3^jL^ u±jS jb /jlSLi-d) ba>Ju3jU ^jOLujj j$j qj />lsiu J-bb 

) TS Ld^Ju3-^ u^juIjJ 3 <-Sl O^btjo 

^ />Lm 

^ ^ ^ L&JJ3JJ (JjljuUlSLuU 

^ ^ v JL«JuO 

^ ^ A qjLjuul3>b l_sIq}Ju3 : u ^ 3Jo 3 10^3^ 

ITS qjLJuub^jo Qj Lu 1 L3J3JO jB ^3 i> 

1 TS OJljuj qjLJuub^o jj^LfijO ^jJLjuj I Jl^Su £ L3J3JO33 l 9 Jl> 

IT 4 Ld)j 3 OJl*— aJulS a d> 'Cx_bb> OljuuIj jl O^LlLjujI b L3J3JOJ3 jj^Lfijo 

IT 4 jjJ bjo JuJ£ <^Sb 3 .xS .bi> <^Su jl O^laJLjuul b juplajo v-Sjl-X^bl> 3 lpJ$x>jS <J^jo 

1T^ J3JO33 v-S3l> kSIqJ$Ljuj v l^ul 

]T) J3JO33 v-S3b> 13L3J3JLJUJ v^JuuJ^Ljuj 3 {j£uS>LjuJJ 

\ TT \J$AjS ^33!^ J3-I-JUJ <>-S A JuJ^Ljuj ^sIjJ ^AJuJ^Ljuj 3 GGt.CGlI J3 -OjS ^-juSjj 

ITT [jJ^Luj L3J3JOJ3 o^sb^o 

ITT lojujj 0J3I c Jd3 

1 TT 0^3^ £ oibla^ 

ITT L3J3JOJ3 cA>\sl> 

) T£ J3J0 jS vb> 3 J3JLUJ J3JO33 (JjuuIjoJ 

1 T 1 J3JO33 's.ju^jJ jjjju LoJ 

1 To J3-0 j3 jJ V b> 

^To Function Wizard <*j vib cisLbl 3 o 3 >Lju ^Ijj VBA j\ 

\T\ o s JUuo. &JI3J 

\ TV v_93-2-> j I Juolji obJLo CLtJuulstjO 1-SljJ gj l_9J j\ O^LoJ-jujI 

A J -o9 

^T°\ (jjjjLooCu 3 gjoJ> 

^T°\ La o^b o^Lju &oc> 

^ 1 
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I 1 ♦ jcx-C gjcx> 

I I ♦ 3 i-S^jo^c cLc>b juplibo gjoc> 

!!♦ L^J^JLuj vb^jl b La o:>h gjoc> 

III La £C)jOO^jO jJ j g r £0 

1 IT SUM J^jOjS t-SljJ gjOC> 0^3 Jl>uO 

1 IT ijvSLol gjoc> 

1 IT LpJ3j0jS jl O^LqJLjujI O3JU /x-^juuLaJ 3 v>^ ‘ 4 O^jSl 

111 c ^P > b 3^ g-bLftj Jj*jo La gjoc> 

111 jjc> j^> J3JLUJ v-sLa gjoc> 

111 SUMIF JojjuJ jjjjLajuI jJ ^XX> 

1 lo t SUMIF J3x>jS 

1 11 SUMIF J3J0jS jjSZjJS 3-b j I O^LfijLjujI 

1 11 Jojjuj 0I3JLC cu (< >) kSjjIjj t-SLaj^JLcxC j\ O^LajLjuul 

in SUMIF J3J0 jB j\ O^La^juul b bjuJu jj c t^>b 3^ §jcx> 

1 IV ■bjjJj 0I3JLC cu ^jOLoo <J)3jj> b gjoc> 

11 V COUNT 

1 1 A i_s^jl£ ^sLa b c tp>b ^Su ^sL^J3JLuj ^IjlcI <j2ujL>ouj 

1 1 A qJuo iSljb c L*J>b v^Su ^-SLpJ3JLuj I JlC I ^jjJj Los_Ajj 

1 11 Jo^juJ ,J^Jo Jj l-Sljb vSl^LuJ (J^jLcX-juJ 

1 ^ AND 

^ 0 * OR J 3 x>j 3 

1 O ♦ COUNTIF t La OljuJj ^9 3 c LajOjLqjO 

1 JuZi9 

1 QT ,„„„„„ Cj^bLa> 3 CjlxJuoI 

1°T Ouuuol 

1 Ol GuJuol kSjJj-juJ La QJjjS 

1 Ol U^3 -j0jlS lSIjj ^LxxlS 

1 Ol CU 3 ^JLAJ 

1 ol ^LojoI 

1 Ol 3 jSLo Ouuuol 

lol jS-s^ °^K ciJLjuj^j *Sj O^jS jb jl CjLSjlouo 

loo La j\ cJoUl> 

loo ojuuuu cJbLa> ^sLa ccjuu^jIS 

loo La o^3joJ uL^jo 

100 La o^3joJ jIILjujI 

1 00 C1J3JLUJ \ La CxbLa^> 

1 Ol L^J3 JLuU CjJdL&J> L_SljJ ^JojIj-juU 

1 Ol J3X)jS JI3J J 3 x > - >9 \ ^jJuo u±jS oIqJl) uSljj ^jvbulj^uj 

101 ^Su cJbLaj> 

1 OV OJuuj CjJbLoj> <^Sb OJujju CjJbLa>- 1-SL0J3JLUJ <j-u <j£y> 

loV La 03^-juj 3 La^Jojuu o^3joJ oL^ju b La cxbLa^> 

1 oA La u^juuj 3 La > kjuu 0^3^^ jISLajoI 

1 OA OJuuj oibLa^> CjSjJ> j\ kSjj£$1s> 

loA Properties ^s\ o^L^o ^15 ^ La ^>3 

IT 
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'Col j 3 J-a-o^I ,jliJ3a>l — = 

1 OS VBA v-S 3 j«^Lo w_S j\ O^LqJLjujI 

\ "l ♦ ,jJuO L J^jOjS l-Sljb V-Sl^J^JLuJ Cj^d\Jl> 

!"!♦ <-Sljj b^l^ djb>l 

1 "l * Ca juUL fi) ^_ 5 \JL> oIjS" j^jlC qjoJS ^jjJ^joIjS 

W J^9 

,„.... ob^l 

1 "l 1 j^juUUO 3 c bjuJ 3 tU^ ^OljujL ^/XjuuI OJl^LuJUO 

1 "U CELL gjb jl O^ldjLjuul 

1 "IT Cj u&* 0$ 3 I 3 J cu L 0 I 3 JLC 3 I 3 J Cb j^juuuo cisLbl 

1 "IT I^J^Ijuj olc\Lbl 3 La oa^Lujuo 

nr ou^i>o 

nr uuaSLc 

) "IT ijjoSLc jl OJlq^Lujuo cSljj Ju 3 jU ^L*jI 

l"ll jljjl 3 I 3 J cu ^juUj 3 ^ U 35 ul ci 9 Lbl 

\ "11 L <JjuO c L«^> CU I^JLuJ JJ 3 -U 

) "\o L^J 3 JLuj 033 ^ olc\Uol jijuLxxJ i-sljj Msg Box jl o^lajLjujI 

\ "l"l J 3 JO 33 cu La cjljujI^^L osLdI 

1 "l"l La CjLjJub^lj 3 ^ oLc\Lbl Ojjd>i 

l"l"l La cjljJjI^L cisLdI 

1 "IV CjljujI^^L OJULJUUU 3 J />U 

1 "IV CjljujI^^L goJUJ ^JuuJ^LjuU jjuSZJ 

] "IA .La gjljujI^Ij ojiaLuduo 

1 "l A LpJu Cjl^jjI^^L jjUU LoJ 

1 "l^ usL^J 3 JLuj cu La cjljujI^^Ij 

) " 1 H La cjljujI^^L <*_ 9 jo 

1 "IH v-sLa cjljujI^^Ij c uxa u 9 jo 

1 "l*\ La cjljujI^^Ij yjL> 

IV 4 La oljujI^^Ij cu La ^jjulSLc c isLiol 

)V) La gjljujI^Ij °u oLc\Lbl o^Lljuj^s 

W 1 CjUjjuuI jl oLc\Lbl <J>j LuU 3 J 3 COjS I 3 

WT Excel 97 

WT Excel 2000 

WT Excel 2002 

W 1 jJjj I i_sln> uSjLuj^J 

Wo I (_sld> i_SjLuLK)j 

Wo OJuuJ <_ScptOua. >■ Cj <_Sl__p>-l 

nj4j 

WV.. vb? 

WV jl_jj| jlcy co vb> O^SuI < 0 ) 1^1 

1 VA CLjuJ^IjL^ {JjjuU oLot-JcLlu O 1 _ 5 \jJ 0 _)Lg_uiJ 3 

WH Id) c^jj cloj 5 > lS IjJ \j/Dj 3 {JjJlaJ oLxXaJojl.* jjuSU 

^ ^ * tjy L> obtfijO ^jnjoLoJ 3 ^ 3 °b oLc\Lbl cisLol 

^ A * jl w-S >a cy ^jOLcMJol w-SLa cisLol w_sljj 33 ^Lo jl O^LajCuul 

^ JuJLjuJ 3 oLhuJ vL> 

w 
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^ J3I ^JlC 

^ ^ ^ lSJuu (jjuLjbo 

\ AT v^r /*-£■*> v^I^SLgSu 

1 AT OjLxxjuj 3 OjLxx-juj <^L> 

1AY cboU ^b^ul 

^ AY* c IjLjuj3 : o c Cc>Li <^Su 

c LL*jJ3 : ob c tc > Li Gbj^J 

1 A1 (Sheet l_s\J U lgj3i_juu 3 I&^Jcljuj jIj.Su 

1 Ao (Sheet l$jjjjuj) u^luj 3 jjuj 

1 Ao (Sheet ^jj^huj) l& cjljujI^Ij ^L> 

IAo v^<r jl J-*l 9 g:>jS Glpju 

1 Ao jl J-fc9 l& Lq^LLl> g^jS gI^j^ 

) AH sjL> />^bu3> J3JLUJ i_Slo>LL:> G:>jS GlpJ^j 

^ A"! lSJUj <jjuL^£jO 

1AV ,j+\$\ ^JlC i ld> <^-^3^ v-SjIAS OjLoouj 

1AA jSu.b ciSjJ Qj c ^cSL^> oLouJdJu ^jyS 

) AH v-S^3jcxC 3 ^jviisl £>b £3) 3^ uSljl^ ,^3-dJjljS i-SIq> Ojbo-dj <^b> 

] c () Qol£l*& cLqS3 

^ V Qcxsl>£> ciaS3 iSj j+jSZj b <ji> 

^ Y c&jj jl cLzzsl^) l_sL& QJlB$ 

1 HY o ** Watermark ^Su ^ 

^ ^ i Watermark ^Sb £p 

1H1 L^ol V L> 

1 HO ub> lSL^ c LujS vL^luI 

) HI ^jujjlfi-juj ^sl&boj 

^ ^ ^^juJjIsLjuJ lSIoJ <Sj GV)S ^Lol 

^ ^joki»jLo_juj lsLjoJ kSj ljL> 

<^50uJjLq_juJ L_SloJ O3SU I G-^jS ClSLol 

^ ^JV-ajJjLq-juJ L_SloJ <^Sj £j>JuJ G^jS ClSLol 

^ ^JOuJjIq-juJ lSIoJ kSj <_9jc> 

^ ^3_C0 |^5\J0 Ojjl^G c Guj3^jlS ^lIo_juJ (JjjIjujI jJ j Lq_juU G>LoJ 

1 HA Report Manager 

^ A Report Manager add-in ^ju^u 

^ ^ Report Manager ^ 0 j^j>:> 3 jujL>^ ^ Gv>S cislbl 

^ * * lSI&LoJ j\ O^LqjljujI U ^pJjIjS CU Loi Cl^llQj^) ClSLol 

^ * * iJjjjljZ ^-9 i> U ‘ 

^ * * VBA o\j $5 cloUjj <Sj Ij Report Manager <Sj ^L^jI 

\Y J^s 

T 4 T ............................................ ................. ........................ ............... . LdijL3XXJ 

T ♦T Fll b Lq^jI^3joJ Gjl>Luj 

T 4 £ jI^3joJ jljjl j\$j j\ O^LajGuul b ldijl^3joJ Ol>Ljuj 

T ♦O b ld^jl^3joJ u^jS Ojl Jul 

T ♦ O u&jS jj2»jlu jI^3joJ £3) gh^s^ 

T ♦ H jI^3jou b> 

T * ~l Ld> Oili j\ I Jc> <w»l^>r oLoaJdJu 
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T ♦! 
T*V 
T*V 
T »A 
T ♦ A 
T *A 
T »A 

T *<\ 
♦ 

T 1 1 
X)X 
ni 
TU 

rn 

rn 

TIV 
T1A 
TT ♦ 



YX) 

XX) . 
XXX . 
TTT . 
XXX . 
XXX . 
XXX . 
TTT . 
TT£ . 
TT£ . 

TT£ . 

no ", 
no ... 

no ... 
no ... 
no... 
ni ... 

m . 

TTl . 
TTV . 
TTA . 
TTA . 
TT°\ . 
TT°\ . 
TT ♦ . 



j\ 

j^>Lc vba^jl <-Sljj JuJb jl o^I&jlujI 

l jjUlSLCjJ 3 igj£LiuJ CU l&jJa_uJ jl jI^3jOJ £jJo JJUjSH 

cSjulJ£L>ju jljjl jl o^Lfiji_ujl 

«bjj ji jli3joJ ( _s\jb%jL> 

jI^3joJ Qj >-SJu3^ c£j uijS PiLbl 

ujI OJuuu Ju ^ju v_sJLol <-SLd> dili CU IpJ^Luj jl \Sjj$s£u ibej 
<-SJ \j$jj aj b jl5 <_Sljj LoJL&b Jo3Jcl> 

u ijS 3 uJl^juoS L L&jI^>3joJ ^jOLujj J3j < 3 j 

<-Sl& Oili b Ls>jI^>3joJ jbi3>- ,_sOLujj j3j cu 

jI^3jOJ ji t _JVJ U_j l_>^i Oj 3^DJ iljLCl (joJuloJ 

ComboBox jl Gilaijjul U dib uiuuLoJ 

cush jli3joJ cu Oili J3A> bu OijS cisLol 

jI:>3joJ < 3 j <Ujj^ cSld) <3jobi ui_>£ <39Lol 

la> oib c&jj 

CLobi ClSLol 

Ojjb ji o_>jb jb3joJ ui>b cidLol 

(JjJlSLc b ^ Oili V-jljuUL^JJ (j£U<)Sij 

\X S *9 

JjuuS I tSj LjuU (JVJuilj Lfi_uJ 

LoJ o_p%Jl j 

Options v_sl o^btjo 

( View b jJj-uJ ) >ft^5 jjilfijo 1 jjuu LoJ 

( View ^Sjjjuuj ) LoJlq^Ij J o3-Ll> ,jJjuLoj 

( General ) ojuJj ojLqjljujI jjs > I v-sLa ojJ3j^ oljujj^9 

(General ^jj^juj) jujb> La jI-xs^j /xjJojj 

(General ^ uj) jjIjjLl^I Jo^> 

(General oju3j >t ! J^o 

(General >ob 

( j LljuJ L^JLjuUuJ J Lq-juJ V-S L^JLajUuJ 

<> _5Ou0 j Ifi-juj lSL^JLjuUl J ^ CjljuUlJ ^SLj ^SUol 

( International kSjjjuuS) A4/Letter cu It Ojljul >Au«iJ 

(Save 

( Error checking ^jjjuuu ) LEl> 

( Spelling kSjjj-juu ) \Lol 

( Security <Sjjjuuj ) OlaJuoI 

ld>jljj| jl3J U^jS 

L&jljJ JI3J cb Oc£j\ ci9Lbl 

Lq^jIjjI jI^ jl lo> O3SUI Jl> 

3Juo j\$j <=b O3SUI OJjS ci9Lbl 

La U35L1I UJUuU JuJl^U jl v 3 jj^ 3JL> 

^JOuJjLq-juJ jljjl JI3J U±jS ClSLol 

CLjuJ^jIS LxX-ajJ jljjl JI3J UJjS OjuL>j 

La j Ijjl JI3J jl oIjaa2J <- 9 Jl> 



) o 
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YT ♦ 5ju0 (JjUuLoJ 

TT1 O3SL1I <Sj 

TTY >s$juo cu la> <tslbl 

YYY £juo 3 jjl j\$J 

TTT 3UI 

TTT 3SJI O ^JV-juJjLq-juJ 

TT1 3III 

TTO J^juoSI fcDjuuJ gf^JO 3UI 0 Ju3j*! L^U G j\j 

TT 1 ^-juu^jLS cu 3UI ciSjj 

TTV 3SJI CLjuJ^jIS L^J ^jCLajJj j$j CU 

3 c U-juju < jb 

TT^ [frcujj^ 

TT°l JuJj> cijuJ3 t ijl$ ^Su jL 

TT^ jjJ>I OJUuJ 0 jjJ>b CLjuJ^jL^ <^Su U±jS j\j 

Tl 4 juL>l OJUuJ O^lajLjujI l-Sloi 0 Aj 3 j^ CjujuJj >£3 jl CLjuJ^jL^ kSj U±jS jb 

^ t * LSJu3 t u lSIq} c Ljuj3^jIS GV)S jb 

Tl 4 <^Sb Oju«j>i> 

Til Save as jl o:>la^juul b cljuj^jL^ kSj o±jS 

Til CjulS^3 j\$j L ukjJuC j\$j CLjuJ^jIS t-SljJ OJujj*! juLJuUUO 

TIT ^JOuJjLq-juJ t-SLoS ^Sj CLjuJ^jL^ 6juC>b 

TIT L-Sj IS lSLjQS OJljuJ lSId^ c LajJ3^|jIS GV>S j b 

Til .. ul jl Jl2J 3 T 4 ♦ 4 (^J—ajUlS I ) L^JuuOS\Lc \ 0-^3^ Lq^j^LuO 

^ lpjJuuCxS\Lc c GuJ 3^ CU j-ubjo G^jS cisLol 

Tlo L^Ju3_<u I jB GjljuJj ^9 ^Sj jl l& cLjuJ 3 t !jl 5 O^jS jb 

^ ^ -^ 5 ^ 

Til ,jjul$I 3 Ld> \ ci_jJj3 t !jlS <Su qJLjuuu 

10 J-^aS 

TTV . .......... U o±b 

T 1 V J^uoSI l& o^b ^j^julojLuu ^s\jj ^jnjLSu 

T 1 H l& ^3 jOJ^jO Jjj 3 ,jiju\Jt! t O^jS SjUjjO ^s\jj CjljuULaJ uSjLuj O^Lol 

T1S QJ3L1LC G3-A-AJJ jJo-aju Gju 0 oujl 9 /y k lo a / w-Sljj v-S J uuJLSLjuj jl O^LaJLajjI 

To 4 Lpj3jt_Ajj qj3LlC 

To 4 CjljuULaJ 4 j Lq^ CgL ^3j3 

TO 4 Loi ^3^3 t-Sljj Ldi /JjS jl O^LaCjuul 

Tol Joj^ajJ (JjjLajuI Jj Lq> O^b CU lIuj JLo^cl 

Tol o^b i^Sj-Ajof L-SJj ^sljj iS juu l IILajj j I o^LoJujujI 

T0T /XjOouuuO 3 /JuOUj^Lo jJ^LqjO CU L^Uj JLcxcl 

11 J^9 

TOO ........................... ^JsJuuO iSld> 0 Jj3jj 

TOO iJvjuuo 0Ju3^! kSj ^>btjl 

Too iJvSljujI ^JVjuUO V^Ld> OJu 3 j*! 

^ T jl 1 ClJL>jJO — t jJuO QjZzSLO 

^ T jl T ciJL>jjo — <jJuo ojzzsLo 



n 
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'Col j 3 J-a-o^I ,jliJ3a>l — = 

TjlT*d>>o-oSi<»eji o>*»o 

To A jjjuo ^ol^jLd) o\l^uujuo ^jyL uuX 

ToA ^3 -juj ^jvjo j^Lb ^JlC OljujIj CjuCXjuJ 3^ IpJuO Ouo\Lc 

To! Ju3_juj ^jvjoJ ^JuuJ^Ljuj £ujb b ^JlC Oj 3^> <b Iq> 

To! jlulS Ij lS^3>^ 

Tl 4 <jJuo c93jJ> u±jS fjjj^szjo cSljj gjb kSj Ov>S <=l 9 Lbl 3 ^b*jl 

W J 

T ? \ ....,, iSjLuJ V-jJjjO 

TIT o^Luj uSjLuu sjJjjo />b*jl 

TIT Li) ^SjLuj vJjjo csljj 

TIT L^jJLs jl uS^bj w-SjLuj vJjjo 

Tl£ U^juuJ ^jjuLjujI jJ cSjLuj 

TlO ^_5 CjuJj LljuU CjljuULjJ (JjuLajuI jJ ^-SjLjuJ 'v-jUjjO 

TlO ^JVjuJjLfijuU OljuUlJ ] cdbjJO 

Til ^_3-Ju0j Lfi-JuJ CjljuULiJ (JjuIjujI jJ l^SjLuJ <*_jUjjO T c lJL>jjO 

Til ^SjLuJ v-jJjjo jl Jt SLf ld> qju )gl> ^-Su 

T1V ubjJLjuljuo 03^ qju -b>- JLqjuI 

1A 

TW 05 ^ jjdbs 

Til JuS ^_5 \jO ^L^JljuULU LJ^jS jjJlaS kS\jJ QjUj^ 3^ J^juUL^I 

Til jljjl 3I3J <b ld> U 35 uT ci 9 Lbl 

TV 4 jjJLj) AutoFilter 

T\H jtS:>3> jjJbs jl { jjj^f m lo> vb^ 

T V 1 j Lljuj v-SLq^Lcxj c iJL-juj 3 ^b 3 IS ^3-^ OjuL^S 

TV^I '_SV_uJ;LL<jJ <_SloJ Cj 

TVT Ifi-«JL> (_SLoJ Cj <_S Jl> 

TVT ^jvjujjbjuj j IS jjJLs 

TVT Vb _5vj 03^-C ^_5buuo jl d^LfijLjujI b Cf^jS jjJuS 

TVT ^Ujb jJLs jl O^La^juul b Cf^jS jjJu 3 

TV 1 0>JuuJLS_juU j»Jul£J b QJj b ^jjJ LajJ I jJ Cf^jS jjJu 3 

TVO JojulU ^jjjLjuuI jJ Ld) jJqjuU 

TV 1 ojuJj jjJLi i_slo> gjoc> 

TVV cij^jjuuuj jjJLs 

TVV c U 3 jjuULJ jjJLl 9 jl O^bjuujl 

TVA PJl 9 jjuuuj jJLs 3^y 

TV! J^jo °o QJ< 3 j-juJuj jjJuS guLu 

TV! ld> gjcx> v-Sljj oLSjL gj I3J jl o^IqjLjujI 

TA 4 oLSjL jl o^ldjLjuul 'wjuLsjo 

TA 4 5 jJU J.^L>-K.O 

T A 1 jji^ixiuo 3 j 3 ^j ^Sj ^b jjJLs 

TAT A33S3 ^^Sj cb ^33^3 ^^Sj u±jS jjlLs COUNTIF gjb jl O^lajLjujI 

TAT 2>3-SU j^DSXjUD ^Sj L_S j-AJO I Ouj 

TAG ^_5\jjj> lSLq^ gxx> 

w 
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YAO j\jj\ j\$j cu O9SL1I UijS ci 9 Lol 

YAo u 3_>5 ct9lbl 

YAV jl §joc> <J)Jo 

TAA jJLs 3J jjjj Ljuj I jj v-Sloi goc> cisLol 

TA^ jl O^lajLjujI 3 ^jvSLol <-SLo> §jcx> cisLol 

YAH £ujb jJLs K-S^Jh* ^La> &oj> u±jS a 9 Lbl 

YH 4 v^L> 

YH 4 <-SLq> §joc> jl £oc> ^Su u±jS 

YH 1 ,_S\JJJ> gjOJ> jJq-*jJ Qj <^XJj JLxcl 

^ ^ S^0J> jJcLjuJ CU Jbxcl 

YH^ 2 l 1 o-juj (jjj Ljuj I jj &xx> > 1 o-juj Qj JLo^d 

THT jjJojjuj ^AjuJ^LaJj 

YHY Total cloJS Jl> / ^^13^ 

T 4 J^s 

YHO » ijsjloJ O3 jj 3 uSJuu djijS 

YHH ^jvjLoJ U3jj 3 w-SJuu 03^ ^sLoJl^Ij 

T°n L&jIjjI jl<y L& o$$j\ cisLbl 

YHV LoJ U3 jJ ^jOLjuJ^ Cl 9 Lbl 

YHA LoJ u $jj uv>S <^£b 

YHA ^JnjLoJ U 2jJ 3 ^juSjJ 



^JnjLoJ U3jJ 3 I-S-XjU 0 $jS ]q-juJ$J OJuuij ^b*jl kS\^juJj\j$ <\j V-SLij JLxcl Ij L-Sy^ 



YHA 

J^9 

YHH mill .Iiiiu.i^ 62 > I J 

YHH bfc J3-)c> uv >5 

YHH JuujL uLuoSb ld> OjJjlS CLXXOi C^jLjuJ 3 jJo-juJ iJJjLlC ^30 j 3 b 

L&jJq-juj Lol 0^3 j uLuoSu L& kSjJj \5 t-SL^J3jLjuj I u Ju L ljuix^t 3 uSy^ b 

Y 4 ) JuljujL Ijb <J> Li> ^ j 3^ j 

Y 4 1 <J3-^> >o> <=b uLojLuu fi\j U3^-juj <^Sb ci 9 Lbl 

^ ^ Lq> J3 JL> 

Y 4 Y 

Y 4 Y ^uulSlJ L Ld^ LJ^>jS ^juSjJ <<S \jJ 

Y 4 £ ujjS w-Sl^ cuujS 

^ ^ ^^3^ O3 Ju 

^ ^ Lq^Ju3 : 0 L 

Y 1 Y L^jLajujJ ^-juuuliLo 

Y 1 Y CjljuUuJ Juu> L CLjuJ ^Ljuduldo 

Y1Y culS-XJL^r ^5^13) t kSj^>lo cdL^^S ^ J3-^> <^j uSjj 

"yyJ^s 

T) H ............................................................................................... uSj3^uo J3_l> 

Y1H t-Sj3^no J3ljc> J3I Juuo oL>\LLl^I ! /xj^Lqjo 

YY 4 ^-Sj3>jo J3Jc> ^L^jI 

YY 4 v-Sj3>jo J3_L> ^L^jI '-SljJ Loi 0 ^ 1 ^ ^jv^JuLojLjuj 

YY 1 Ld> ojIj J3_l> w-SI^j /xjujI <Jxj 



1A 
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»Col j 3 — ■ — = 

m t 3 i ,>!>*> 

^ ^ CLljuUU L j\j i jS-G <-Sl l& J 3 A^> 

jU CLjuU^jIS Lq> O^b J 3 JL> 

CUjuUU c L*jJ3^j 15 l& 0^1^ J3-Jc> 

TTY Ycil^jo 

kSj^lo J 3 _)c> O^b i^ld>jJLs lSJuuJSLuj 

£ ^ 3 _*Jj O^b ^pjuLoJ l5j3^uo J 3 Jc> j\jj\ j\$j 

YYO t-Sjjptio J3_3 c> b /xJoJuo 3 IS 

YY O <3;(p*uo J 3 Jc> <*Su <=b cpr 3 u ju>! <*Sj 3 O^jS jjJLs 

YY O 0 Jujjlu <-S(pr 3 u^>! <-Sj 

YY 1 Li^j^ <-Sb3> 

YY"l ^jJpr gjoj> 

YYV l& />jj\ O^jS uLpJb 

fT A " l& /xbl O^jS ulgj^ " 3^J 

YYA Iq> /XjuI <J>jLuU C-jJjjO 

YYA AutoShow U \JU 1 ♦ J^juLoJ 

YY ♦ Lfc o^b g>jL^ 

YY1 /XjuI vSj uIc^jlC CU CjJ> jjJ ^Sj 

YY 1 JuJC> <Sb Pj ^JVjUjjOJ obJp> U^LiLjuJjS 

YYY PivotTable v-Sld^jJLs 

YYY aLsSJ'Zj* 

YYY jJLs bSu ^ Jo 

YYY JuJi> -aJL»3 <*Sj 3 ^ /xjuj v-SJuu 03 jS 

YY1 b uS^JlC t-Slo> /xjul b jJLs <Su t-SJJu 03 jS 

jJLs cSj lSJuu 03jS 

YYA ^b^ub^o jJLs bSu 

LljuJ bfcjO JlLl9 cSj JuuJS_juJ 

J3j0j3 cSj c_ 9 Jo / ^jObjuubijo jJLl9 cSj ^jnJLuJj j$j CU 

Y £. ♦ c Ijljuj L^uo {Jjj$j jjusu 3 I ^ jJLl9 ^Sj Cj^jS q3 Lio I 

^ £ * jJLS i^JuudSLuJ 3 ^^0 bjuJ bfcX) £jb jjjiZJ 

^ ^ L-bb*ix> ^5l>>l U 3 ^juj cSj UV)S cisLol 

Yll J 3 -l> 3 ^ ^-Sl^jJLs Lxxj 

YlO <J>j 3 J*jO J 3 J 0 vSj V^JuuJSLajJ 

YU l5j3J^jo J 3 _\j> ^Sj b> 

Til Options tsl a, 3 b«> 

TIV oib J 3 jl> »-5L) jl Lpjj tjvsLol <-S^cp%jo J 3 j^> 

^ i_Sj 3 Sjo J 3 Jl> Cj jl J 3 Jl> (jjJuiJ?; §j>juu Ol>Luj 

Til i_Sjcp*jo J 3 jo Cj jl 0 jI j 1 _jyUjU 

Vo> MATCH 3 INDEX ^slpJ^ 

Vo> OFFSET 3 SUMIF ^slpJ^ 

GETPIVOTDAT 

TOT (_S;Cp%jO J 3 JC> Oili jl JL 5 J 0 J >-5j 

TOT £>jl J 0 ^ 3 JOuO UJ_>S 1 _ 5 vSL> L i_Sj 3 OX) J 3 Jl> Cj jIojI 

TT J^9 

TOO 0^1^ ^l^pcLull lSIjJ Lxjujl 3 gjl^ jl O^btjuuol 

^1 



www . IrPDF . com 



www . I rPDF . com 



http://amar 80 .blogfa.com 



To"! ^IjlcI b cSb <asLol 3 ld> J3 Jl> <3j 1 _s\joLuuI u z3L^l>I 

Tol ■ ■■■■■■■■■■■■■■■■■■■■■■■■■■a I L u J l l 

ToV <_S^3a^ tjJLpuo cSld>^Jn->.o O^lcx-dJ b jJL*S 0^3^ *~>A>S cisLol 

ToA LOOKUP 03^ 

To°\ LOOKUP gjb 

U dili c t«J>b jl jIjlsLo >- 5 b uJuli^jb 

* LOOKUP §jb cU-iujLsjo ijjJ3j 

rt * &b .LOOKUP &b 

fV i_SjIqjO <SigJctx> «Jb jl jIaqjO gljjjejLuul iLOOKUP Rjb 

TIT ! VLOOKUP &b 

Hi aaS ^3 b VLOOKUP &b 

Til MATCH gjb 

ni a «5 ijg b MATCH &b 

T1V INDEX gjb 

T 1 A gjIgJ ! obuJuuUtjo OjgJjj 

T1A MATCH 3 VLOOKUP &I3J 

TV- MATCH 3 INDEX && 

TV^ Combo Box 

TV T T/xj.S Iao jl b Combo Box 

TVT Combo Box b 

TVT Combo Box c^Lbl 

fv £ Combo Box .p ^svjoLujI L j\S ».sbl>o 

rv £ Combo Box <^a> 

t'V £ p ijprgjo LjuuI cLoai <J)A> 

fV£ L^JgJLuu b Combo Box Ojljul /xJqjJ 

fv® Combo Box ./q-HqjJ 

TVo Combo Box 3 VLOOKUP &b ^ p 

'CW .... Jul dJ_uO Jugjj Combo BOX Pj iS^Iasj b lii> OiL JgA> tSlpJgj_«jj ^Ijlsj /xjJqJJ 

TVV Combo Box 3 vjybjjl < INDEX gjb 

TV A juaS cisLbl ^sybjjl ^ 

TVR Lfi> J3A> jl (jjuLuuI jj ld> i_s jju ^xx> 

TT J^s 

TAT l& />\$ 

TA£ /3I3 cL^jujLsjo gjlgj <-juSjJ 

TA£ PMT (Rate, Nper, -Loan Amount) 

TA£ PPMT (Rate, Which Period, Nper, -Loan Amount) 

TAo IPPMT (Rate, Which Period, Nper, -Loan Amount) 

TAo NPER (Rate, Pmt, -Loan Amount) 

TAo RATE (Nper, Pmt, -Loan Amount) 

TAo PV (Rate, Nper, Pmt) 



TA1 vSMl 9 Juuj\ CLob^j^j ibul 

TA1 OiLuu i^\l^juLjl cLobjj 

TAV oJLftjo 0__)3^ cSu b CLobjj 

TAA v _$vS^L^u CjL>li_^ i_Sljj c^\L^AjuuI cLobjj 

TAA juo 33 b Ld> Jo-mad cL^juuUtiX) cSljj (_jJ3Jl> 
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Y<n 
Y<U . 
THY . 
YTT . 
T°\£ . 
THI . 

T^o . 
r^o »... 

T^o . 

nv... 

m ... 

. 

!♦♦ . 
£ . . ... 
£ . > ... 
£ .r ... 
£ >r ... 
£ .r ... 
£ . £ ... 
£•£... 
£ . o 



*T /xjJiS ibsyl jjS 2 jjo 3^ L v jJ3Jl> c(J3Sb>: 

TO J^t 9 
What - if 

■ ».(jSl7«*> 

( Id) J3JL>) ,jjuLuUO >Jbl 

Lfi> J3J0 cSb ibejl 

Break - Even Point ^b^oj <_Sb <* 3 l&\ 

Goal Seeking j\ o:>I-6jl».J U vl^> vib o>>S Ijlo 

oljpdi ^3 _<jU ( -0 GJu—ujUj lSIjJ jLiJ ^j3j 0 OljjJD CO^jjubtjO 

T ♦ ♦ ♦ 3 <W Jjuubl .p Solver cu .b^j^o Add - In 

T ♦ ♦! J^ublp 

Solver U J 6 «_sU <SjjSj 

Solver U JfoJjS ibul 

Solver ol&Jaju 

oJpjul P Solver 

Lq>3J_j U — <jJ 

»>-6Jb- , jejo uSld>3JjL_»jj crdLol 

^S^joLujI 1-QJj^J ! 1 oJs>jJO 

Lfi>3JjljLjuLi iLsyl ! T c ll>jjo 

JJjS i_^\jo O^LaJi-mul 0^93^0 <*s\jpJ$jojS j\ c b t-S^^ Lfl jo F* 

3jjL<_*jj p Lfi) oib tjoLujj j3j co 

p 3 jjLljuu (_£ijyloj 

j\jj\ j\$j CO 3JjIjljjj U35L/I <bj Gi_>S cisLol 

lA’jI^ 

La^jjL^u Gi_>S vy<L> 
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1 J^9 



uu (jjJ3lo Qj 



I 03^ 

I M-JUul 




CjuO^j Ob^^>' *-0 JLuljuULU ijJjoJqjO Lo^juJ I CjljujI JuuOouJjjl LcXjuU OLoj Ljl 

v-Sljj J^uoSI j\ O^lajLjujI Qj ld> u^Sul 3 I&3JU0 jl O^La^-juul U. Jlu^Ju I j J ^>S ,jjI uJu\^> 
Lcxjuj jJj ijjl t cjljuuI juuooujjjl Lcx-juj <*_s \jj o Loj jS I Lo I . Ju j I J3 ^ -buo 3 Lc k_S IS 

jJ$X) 3 gj>JuJ 03 LxX-juJ CU Ju^l 9 ,Jj| JLd>l3> JlcI&juO ^j3ju^ j\ O^lttjLjujI \j 

loouj .Cjl>3X)T Jlq>[c^> Ij l& Tc Lajj 3 ^j 15 3 l& <jjj 3 3^ L^J3JLjuj ,Ju«j 

c L^\Jj> J3I0K Jl^ gj>juj U v-Sld> 3 I^JLuj ^ Cjl>3x>I Jlu3>[3> 

JuucxjujJjI ul <*S> Jul cu 9 jS /Jujcx^ii j^l) JuJ^ L _5V3^> 09 ^ uloj <*S> Cjl> 3 joI Juj 3 >I 3 -> 



•/yjuS j\5 jJj J3JO JuL ljJ> ^ Cjl&S -X-Q^l3 -> LxXjuJ Cb Jjo15 j3-1o CO JLuO .(CjljuuI 
^Lc\lbl uljLuCXJ LxXjuJ JuulS jU J^juUL^I 3^ Ij V-Suj LcXjuJ <-1^ ^_ 5 ^jQ a ft 

I ^ ^>3 v-Sl 0^1^ ol J3JLUJ jji> JuJuj Ij Los-juj . Ju3-juj 

iJuLJujU J3 j 0 jS v-SljL L^J3 JLuj jS I iCjLJua-pr c tc > Li JujjSu Jujkp ^juou L(XjuU < 6& 



cusIj cLol^l LpJ3jLjuj jjJ jjj I « Jlljujj 0 ^ 1 ^ t-S3l> v3L^J3JLuj i^lgJul <\j 0I3J ^35^ 

3 JlJI 3 >j Ij L^jI JuLj ld> 0^1^ /X-^9 cSljj LxxjuJ <*S> JuljujU LpJ3JLjuJ ^j0l>iyiO3 J I « JuljujL 



3 Ld> J3JL juJ c J31 juJ 

_>^Llb lj j\ ^JVjjOouoS Jujl^j Jj^SLujI c lL_«jU 3 CU 

njjjU ^Li \JL jl Jla-IlS J3_>^— ujI i_S:>3jox. JujI3j ■ m LoouO . JlajlS ^ 3 -*^ ■ svjo 

lSJl«^ cu jL J3j5L»juI jl O^laJLjuul Oj3^> v_svjj(Xjuu cu v _jvJijcxjju jl v _5s_iiS I Cjj^xi U 



1 worksheet 

2 workbook 

3 cell 

4 scroll bar 
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1 js>j . ^jJlc OJulq^ j\j\ 3 jj »5 CjiS3i JuoljL^b ^jvjo />b*jl 

Ijjj /x-h^ b U CjucxjuoS ,jjj3Lo c dL^juJ3 cu /x-ydil3jitj 



,^3j Juifrkp* 

lj (JJJ3L0 j\ O^La^Juul Cole) . JUjIaSu $j£juS V-S3J I j OLuLjuJ^ ]&SlS .CjljujI O^LjuJ ,Jj> o\j 
. JuJ3 J °bj I j ^jQjuS j\ O^IqJLjuuI Cjl^ I IjjLjuJ I jjm^bo i^JbS 3 JbJjljlSb jbS 



juiS \j l£r>b Ja^SbuJ — cuSLi 
_p SCRL ojLc ci5 jlo jl^I^ loodj<jLui>:> jL*jo 9 b Scroll Lock juJ5 
,_S'jo Ij 0jL>l tjjl Loouj Qj j\j J3_>5LwjI O (_svjo OJui ^Olx&Jo3 

OilftjLujI ( _>juul b 3 3b Cjl^> JuJ 5 _;lp^>) jb Ctp^r (-Sl^AjJb j\ <\S Jifi>:> 
.Ju£>:> l _j'jo />bsjl ( _^jJ3lo <-S3 j b °t£ tjvjJL?- uLoji) -JuJl 5 




0^3 Jc^uO J 3 JL 1 JJ jj-rp^l CU 

O^Jcsjo :> 3 > 3 jo J 3 JLUU ( jj-^l b ) ^ b Lo^vJu JJI 3 J v _s\jo v-Sld>JL»Jb ^-kjSjj 

.j^:* jLii 9 \j Ctrl + Down Arrow < o^b ^ ^b jl lsI^j 

.jlu 5 >:> jLiiS b Ctrl + Up Arrow < \JL ^ o*»b jl o5p> «_sbj 

. jLjjS b Ctrl + Right Arrow < o_«jb °o. v* jl l>»sI o5p> «-sbj 
.jluSo jLiiS b Ctrl + Left Arrow < cu c^Jj jl o5jj> «_sbj 

■ JLajluJ b 3 J 3 i_bbjU ! vJ LuO 

j\ JjS qS ,_sJ 3 JLjij L jCLS^).jL*ji5 ob_p* o:> 3 Jc*jo ^ 3 ^ 3 jo J 3 JLJU ^^>>1 <*j A1 J 3 JLJU jl 

(.ijb tjJb*- *_s LiSi J 3 JL mj 

jLii 9 b Ctrl + Down Arrow tsUjJb 3 jl^ vb^l b A1 J 3 JLUU 



5 keyboard 

^ Status bar ,JjuaSI o^loT Jj-iS jl 1 _yjLc\JJol 3 ,_^d 6Jlo J^uoSI 

. (jjujloj I j ... 3 LSJuK i_sv 3 -_>j 
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^>£jO J^JLuJ t JljuJ Jl^I^> Jj?JulO A14 J^JLuJ Qj LcX-juJ \<\2uuJ 

Ctrl lsL> cu Down Arrow 3 End jJS jl Jujlc^j v_SVJO Loouij I ).Cj_uuI Gib (-Sljb 

( ajuS a^Uijuul + Down Arrow 
0 , 1 ^ lj Ctrl + Down Arrow lsU>jlJ5.ju3jj i,b o:>b ciS ^sisu «u>U cu 9 jl^ cu>bl 
ciS jU jul^t Ij Ctrl + Down Arrow 6±jj A16 J^Luu cu b ^LiiS 

~y>\ v_sJI 3 v _s\jO Gib lS 3L> J3JL1JU (jjj^-l cu JLtdii ^LjuljlS 
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File Edit 
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A 


B 


C 


D 


E 


F 


G 


H 


E 


1 


Running 

Number 


Invoice 

Number 


Date 


Customer Name 


Market 


Quantity Income 


2 


1 


101 


05/10/2000 


MrExcel 


USA 


15 


2, 136.75 


3 


2 


102 


06/10/2000 


Intel 




USA 


17 


2,270.94 




4 


3 


103 


07/10/2000 


Motorola 




Asia 


2D 


10,152.14 




5 


4 


104 


08/10/2000 


Pacific Bell 




Western Europe 


5D 


11,111.11 




6 


5 


105 


09/10/2000 


Motorola 




Asia 


1D0 


8,717.95 




7 


6 


107 


11/10/2000 


Amazon 




Asia 


15 


29,280.00 




3 


7 


108 


12/10/2000 


Microsoft 




Asia 


3D 


6,020.00 




9 


8 


109 


01/10/2001 


AIG 




Asia 


40 


8,040.00 




10 


9 


110 


02/10/2001 


Cisco 




Asia 


50 


37,065.81 




11 


10 


111 


03/10/2001 


MrExcel 




USA 


67 


15,452.00 




12 


11 


112 


04/10/2001 


Pacific Bell 




Asia 


77 


13,032.00 




13 


12 


113 


05/10/2001 


Amazon 




Africa 


89 


13,095.00 




14 


13 


114 


06/10/2001 


Intel 




USA 


101 


23,084.00 




15 




















16 


15 


116 


08/10/2001 


Intel 




USA 


125 


18,495.00 




17 


16 


117 


09/10/2001 


Microsoft 




Asia 


138 


23,506.50 




18 


17 


118 


10/10/2001 


AIG 




Africa 


150 


25,129.90 




19 


18 


119 


11/10/2001 


Pacific Bell 




Africa 


162 


26,753.30 




20 


19 


120 


12/10/2001 


Microsoft 




Asia 


174 


28,376.70 




21 


20 


121 


01/10/2002 


Cisco 




Asia 


186 


30,000.10 




22 


21 


122 


02/10/2002 


Amazon 




Africa 


198 


31,290.86 




23 


22 


123 


03/10/2002 


AIG 




Western Europe 


210 


32,850.02 




24 


23 


124 


10/04/2002 


MrExcel 




USA 


222 


34,409.18 




25 


24 


126 


06/10/2002 


Intel 




USA 


246 


37,527.50 



jl^^ucxji lSI^JsJLvjj jl <_S^3 jcxC Ij ^jviisl c tx>b bojl 

ji Shift JlJ <, Uib jLiiS L.JlU^ cisbbl \Jb cu3j _,bb lSL^JlJS §J0C> cu |j Shift JlJ <, 
jl CLt>b <-Sb JlijI^J v_S\ JO IcXjuJ _jb Cjl^> cobjL^ jl v_sv1j 3 Ctrl jJb 

<w>b*Lul \j i-SlpJsJLuu 

( ijjjb cu \Jb jl ( Ju_,b dib IpJjJLuL) jl (_S^3 j(xC c b- > h i~sI_>j 

.jlus>:> jLix9 1^ Ctrl + Shift + Down Arrow 

,\Jb cu u*»jb jl < -vj,b oib <*S LpJ3JLju jl (_s^>3jo>^ vt^jl i-Sljj 
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.jL^i jLiiS \j Ctrl + Shift + Up Arrow 

< cp CjljuuIj jl t Jujli dili ciS IpJjJLuj jl v _jvJiSl c l+>b <w>l?tLul i_Sl_>j 

.jL^i jLix9 L> Ctrl + Shift + Left Arrow 

< CjljuuIj cp jl < Jujli Oili ciS LpJ^JLu u jl <_Si^j(xC c l+>b <w>L>luI i_SI_>j 

jLjoS Ij Ctrl + Shift + Right Arrow 

<_>bi«Lul \j .p Oili »_Sljli JjJLvjj jjjj^-l b A1 JjJLuj jl c Lt>b cSb ! J LuO 

3 v_^L%jul \j A1 J^JLju .jljujIj . <njo A14 J^JL^j b A1 J^JLuj jl ^b^b pj I JLuo .p.-xpS 

jUa9 lj Ctrl + Shift + Down Arrow ^UjuJ 5 
Ctrl + Shift + usIa.v .,.15 3 pbPjl lj A1 J3JL-0 D14 b A1 jl c b>b vLi&xjl i_sl_)j 
Right 3 cu_bjb olli \j Ctrl + Shift ^La>juJ5 u ...m_..o .juia>:> .,Li»s L, Down Arrow 

./pap ^>0 ^LjoS L, Arrow 

q^rjp 

■ JUULJULJLd) lS Ij b D1 b A1 L-SlpJ^JLuj 3 A14 b A1 jl <=bj>b l3L^J3JLuj 
L o ^ <JlOj ^jviisl Oj3^u 3 A O3JLJUJ l_S^3jxC Oj3^u ld> ^jv^bLjuJ3 t o 
J3JLUJ ^3^>3 jo Ij c U-juJ3 t o c Ls > b i^Su b ^jLuu ^jvjo .pis \j 

.JuJi5 ubsJuol \j v^LpSb pjl 3 05jS vj)jc» \j A5 

_j bSl^J^JLuj jl c tx>b bSu b-» boul 

I j Ctrl.juj^^ jLixS \j Ctrl + Shift + Down Arrow ^sI^jJS.jujS U A1 J3JLUJ 

lo>j \j JlJ^. J uJkS ^\s*±j\ U c Uj>b ^jju3 Lo jl O^LqJLjujI b 3 c lSb Ol Affo 

.JuuS vb^ijul I j v-Sj£lO Ctrl <jJLajjI JlqSj b 3 JuuS 

Shift U Ctrl Cob jLmjl B O $ju LgJgJUu j j\ U ^u>U ulxul 

. JljuJ Ju^lcp* OJlO OUL&J03 jkp j-^ EXT OjLjLC. XaQ^ 2> jLjujlS ^JLjuj 3 j-? vL^jl ^IjJ I j F8 JllIS 

3 ,JL^ vb^jLil I j A1 J3JLUJ . ^3 _juj ^jyl^ijul c Lp > 'b QS2->uj$j Cj-cb F8 J uJS jLujlS 

EXT NUM c IS2_juJ3j jb Cx^> L-Slo^JuiS °C Ij ^jyl^ijul Ss^b 

.^3 _juj ^jij3joL> ^jyl^ijul SP^b c Is 2 _juj 3 j CjJI> b jLujlS 0^1/3^ Ij F 8 JuJ^ 
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ADD jLjoS I j Shift + F8 <_s t-SljJ 

vbifcjul u^S^o b Ij jjX cLc>b Jul^t.Juuj Jlq^I^> 0_Lp CjuLaz>3 

■ C_Sj5u.b j\ ^jjUL|j 

.^3-juj ^jju3joL> CjJL> <jjI b Juj^ jLujlS I j Shift + F8 i^L&JlJ^ 



ADD 



NUM 
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A 


B 


C 


D 


E 


F 


G 


H 




Running 


Invoice 












1 


Number 


Number 


Date 


Customer Name 


Market 


Quantity 


Income 


2 


1 


101 


05/10/2000 


MrExcel 




USA 


15 


2,136.75 


3 


2 


102 


06/10/2000 


Intel 




USA 


17 


2,270.94 


4 


3 


103 


07/10/2000 


Motorola 




Asia 


20 


10,152.14 


5 


4 


104 


08/10/2000 


Pacific Bell 




Western Europe 


50 


11,111.11 


6 


5 


105 


09/10/2000 


Motorola 




Asia 


100 


8,717.95 


7 


6 


107 


11/10/2000 


Amazon 




Asia 


15 


29,280.00 


8 


7 


108 


12/10/2000 


Microsoft 




Asia 


30 


6,020.00 


9 


8 


109 


01/10/2001 


AIG 




Asia 


40 


8,040.00 


10 


9 


110 


02/10/2001 


Cisco 




Asia 


50 


37,065.81 


11 


10 


111 


03/10/2001 


MrExcel 




USA 


67 


15,452.00 


12 


11 


112 


04/10/2001 


Pacific Bell 




Asia 


77 


13,032.00 


13 


12 


113 


05/10/2001 


Amazon 




Africa 


89 


13,095.00 


14 


13 


114 


06/10/2001 


Intel 




USA 


101 


23,084.00 


15 


















16 


15 


116 


08/10/2001 


Intel 




USA 


125 


18,495.00 


17 


16 


117 


|09/10/2001| 


Microsoft 




Asia 


138 


23,506.50 


18 


17 


118 


10/10/2001 


AIG 




Africa 


150 


25,129.90 


19 


18 


119 


11/10/2001 


Pacific Bell 




Africa 


162 


26,753.30 


20 


19 


120 


12/10/2001 


Microsoft 




Asia 


174 


28,376.70 


21 


20 


121 


01/10/2002 


Cisco 




Asia 


186 


30,000.10 


22 


21 


122 


02/10/2002 


Amazon 




Africa 


198 


31,290.86 


23 


22 


123 


03/10/2002 


AIG 




Western Europe 


210 


32,850.02 



^_5 vJLs 29 qob vb^-)l 

c Lx> , b . JuljujL ^^5^0 0^1^ i^Sljl.b oS LpJc^buJ j\ c-Sl c lx>'b jl OljujI Oj Lc CLl^U 

b CjljujI OJuuj cJolol c-SlpJ^JLuu j\ ^jO^jLjuj b b t-SlpJ^JLuJ j\ b ^jvJLaS 

jlj3 c-Sl^jul c ^Jj\ 

• O^LqJLjujI c Lx> , b btiil c-Sljj 0I3J <_5 \j0 i^^Lo usla>juJ 5 Ctrl + * 

• JuulS O^lfl^juui jjj <-S ... - . 'SS j\ Xu l(p . <njO XxS . <njO Vw>U v— jJ jl l _syL^jl <-Sl_^j 

Ctrl + Shift + 8 



TV 



www . IrPDF . com 




www . I rPDF . com 



http://amar 80 .blogfa.com 



E Microsoft Excel - Chapter 1 



File Edit View Insert Format lools Data Window Help 





A 


B 


c 


D 


E 


F 


G 


H 


1 


Running 

Number 


Invoice 

Number 


Date 


Customer Name 


Market 


Quantity Income 


2 


1 


101 


05/10/2000 


Mr Excel 


USA 


15 


2, 136.75 


3 


2 


102 


06/10/2000 


Intel 




USA 


17 


2,270.94 


4 


3 


103 


07/10/2000 


Motorola 




Asia 


20 


10,152.14 


5 


4 


104 


08/10/2000 


Pacific Bell 


Western Europe 


50 


11,111.11 


6 


5 


105 


09/10/2000 


Motorola 




Asia 


100 


8,717.95 


7 


6 


107 


11/10/2000 


Amazon 




Asia 


15 


29,280.00 


8 


7 


103 


12/10/2000 


Microsoft 




Asia 


30 


6,020.00 


9 


S 


109 


01/10/2001 


AIG 




Asia 


40 


8,040.00 


10 


9 


110 


02/10/2001 


Cisco 




Asia 


50 


37,065.81 


11 


10 


111 


03/10/2001 


Mr Excel 




USA 


67 


15,452.00 


12 


11 


112 


04/10/2001 


Pacific Bell 




Asia 


77 


13,032.00 


13 


12 


113 


05/10/2001 


Amazon 




Africa 


S9 


13,095.00 


14 


13 


114 


06/10/2001 


Intel 




USA 


101 


23,034.00 


15 














16 


15 


116 


08/10/2001 


Intel 




USA 


125 


13,495.00 


17 


16 


117 


09/10/2001 


Microsoft 




Asia 


138 


23,506.50 


18 


17 


11s 


10/10/2001 


AIG 




Africa 


150 


25,129.90 


19 


IS 


119 


11/10/2001 


Pacific Bell 




Africa 


162 


26,753.30 


20 


19 


120 


12/10/2001 


Microsoft 




Asia 


174 


23,376.70 


21 


20 


121 


01/10/2002 


Cisco 




Asia 


186 


30,000.10 



^SyLifcjijl Jj>l^ Jls9 J^JLuU 

\LolS ^jvjL^uI <=L «j>U <J)lj-bl b^L> i JuuS ^jvjo vb^-il Ij l^J^JLuu jl cLp^b 

■ CjljuuI jj£L^*LjuJUO 

.JuJkS <juyb CjuOouj co ^jy [sxjj I cLp^b b Jlu^ jLuo9 Ij EntGr JulS 

.juiS \Jb ouoouj cu b jLujlS Ij Shift + Enter j^K 

■ Ok^jJ> CjljuuIj CjuOouJ C^j b Xa C^)2> jLjuJlS Ij TsID JuJLS 

. JlajlS OuSjJ> <*— CjuOuuJ cu b jLii9 Ij Shift + Tab jJS 
jLuix9 Ij Ctrl + . JuiS TJlaJiS CjSjS> V _svjl6tijl cU^>-b i_Sld> cu q^ -Ujli 0 _ajU 3 ^> bl 



. Jlaj3^ 



J^JLuj ijJsl ] 

A1 JcpLuU Qj OljuJlSjJ <_sljj Ctrl + Home t-sl^>.v.».l5> .o_uul cSjjjlS v_SLi j^ J^JLuj o^si A1 



. ju 3j ,_S'jO jlS CU v_SjJjlS J3JLJU J^ jl 



TA 
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cuSj ^iSu ciol) J 3 JLUJ v bojl 

J^LjuJ <Jjl ClSb cdaSl^ \j O^IqJLjujI Jb> J$LuJ ^jjJj^I J^juoSI 

.juujL N23 J^JLuj cuSj j\£j J^JLjuj 



N23 - £19 





A 


B 


c 


D 


E 


F 


G 


H 


1 


l j 


K 


1 L | 


1 M 


1 N 


1 0 


1 


14 


15 


16 


17 


18 
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qj>^j 



/XQ> jb JwAjUlS I /*ju£ \JL J^-juJ \j C tC>Li 3 ^ ^>30 V-Sldi J.SI 

OJuuJ ^3 0^1^ J 3 JL-JUJ <jjI 3 ^ jLSu U3 ^>.Ju5 ^JvjO N23 I J J 3 JL-AJJ QJjS>\ 

J&jjS OjuL>*i \j Jjl9 I c UuJ I. JLjuJ b OljujI Q^SuOjO 03-^1 JuL^j^.CjljujI 

.^3-juJ ^JVJO J*> J^LjuJUO <jjI 




J 3 JLUU ^jj| j^.JuuS vL^I U FI 000 (33^-^ t JlaJlS VJ L*dI Ij <^Su ; JUo 

J3JLUJ j^jui^l b Juj2>:> j Ljuul 9 Ij Ctrl H - HOITIG 3 L>.Ju-aS b Ijjl ^jjuljljuj 3--^y^ ^(3 ^^ 1 ^ 
J3JLUJ Ctrl + End jLuoS b J3JLUJ °u JL>.ju3_juj Jiijuuo 

.CjljujI F 1000 cuSj jl 5 b 



QJkSj jlSu 

<Jjl b.^ 3 -JUiJ OjuC>i Jjl 9 b Juj jJ Ij Ctrl + S <jjULjljuJ . JlajlS Ij V-Sldi 

,^3-juj ^JVJO £\L^I cUSj ji 5 u J3JLUJ 0I3JLC Cb J^juulS I ctlosb* 3^ ^3^30 <jjjpl 



TH 
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TCjljujI >0s-£j0 QSSj jlSy J^JLuJ yJJjZ>\ \jS> 

jjuLuul ul j\ O^lfiJLjujI 3 OJuuJ ul Oj 3 ^D <jjI jl/ U^j^uujl 0 

■ JljuJ JLd>l 3 > 

jSI.CjljuuI QSSj jlSy c Ls>b v^r <-5ljJ V ^jjulu c Lc > Li “ i»SS|!b? 0 

jLSu J 3 JL-JUJ ^ Ij I^JLuJ CLXXi^ J^uaSI JuJl^U (j^IZ^-ajULO Ij uSVlL^r IjCXjuJ 

.JuS 

L JuuOS qjI — .J L uyuJ I j \S jjujJuJ lSl£) 0^1^ 0 

Ij cUSj jl£j ci^li ciS CjljuuK^ Jlu3>Ic^> Lxxjuj iSjJjIS lSLq) 0 _>/> c Lcxn> OJUl 0I3JLC 

.Ju^^ ^aJLQ^ 15 

.juu5 v3jl> iSlpJ^JLuj jl Ij lo> coL qj — ojSj 

ojL>l Lo^jj cu Ctrl + Shift +Home 3 Ctrl + Shift + End lsL^Lo 

^ Ijjl 3 ydl^liul JUjl.b \j ^_5VJ L^J3^CuJ Gjl£j_juJ *-0 XJlC^^> 

. Juj5>.b jj^jjLjuJlS j.b c Ul9j jIS ^-U ^ L| d3^- juj 

jLjjs \j Ctrl + Shift + End ks\^jJS.jujS U usJ^JL^ 

LxjuJ L^ljul J3J-JUJ jl L^J^JL j i j iJ Q> JjoLjuU LcXjuJ vy L^ul (-jjJjj (jjl CU 

.Sgj JL&lcp* CjjjlS ji c^ji 9 j j\S <U J^JLuu b 

: dluo 

,jjjj>l b X) t-SLd>^Jo->.o ji icprC)jo <_Slfi> Oib /Xj^>lcp>- £)ib jJojuj \ * * ♦ ,_s\^jjjlS 

mjOujjS <«3JC>- Ij J^JLuJ 

juJS ^jjul^—uj i_u_d >3 jLuul 9 Ij Ctrl + Shift "I - End usL&juJLS ijurS i_jL%joI Ij A21 JgJLuu 

. jtxdii jLjuJLd Ij Del 




7 Default 



T* 
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'Col j 3 J-a-u^I ,jliJ3a>l 



L^J^Ljuu 3 Ld> jJo-juj 

L^J3 jljuJ L U^LuJ <^SL> v»j boul 

.jl^^ jLjoS Ij Ctrl + Spacebar 3 jl^ vbifcjul lj J^JLuj Juu> Ij <*-Su 

/)Lc^l J^JLvjJ O^jLajJ of j 2> Juujlj 3 1 ^^kIx^L) OJuuJ vL^jI J^JLajU 3SI ! c L>c p 

ojuuj />Lc^l oT J^JLjj L o^jljuj ijjl iJ^JL j i j ij juujL ojuuj 

.JUuJ X X C^>ly> ^ISfcjul jjJ CjljujI 



L&jJo-juJ L jJo-juJ 

.jL^a>i jUo9 Ij Shift + Spacebar 3 0^ vb^ji-il I j J^JLuu Juic> Ij 



Insert 

O Shift cells right 
Shift cells dcMi; 

O Entire row 
5 Entire column 



C3JLUJ CL? 1 jJo-mJ CLl 1 (J3JLUJ V^U CldLol 

jb 6 js*±>. jLii9 I j (+ 3 Ctrl ) Ctrl + + jlS lsIjj 

^3)3 JjLuJ L U^jLjuJ t jJo-ajJ X a ^_ 5 VJO JujlS (^DJ^LjuJUO OJuuij 

u^JLjuj 3 jJo-juu v-Sljj v-Sb3^ 3 CI3JLUJ cSljj J3I c Ujj^ 3^.JuJ^ 

I 



OK 



Cancel 



O 3 JL 1 UU <^Su < jJcLjuJ V^J c J3JL1U1J V^J >s _9 Jo 




j\j jLiiS Ij ( - 3 Ctrl ) Ctrl + - jlS ^1 

Ij J3J— '-*J b O^LmJ 1 j lo » ») ii^dlly> 1 SvjO *-lS (^DJ>ljuJjO d J ljuU 

3 jlo juu lSIjj lSAsj ( _sb 3 ^ 3 J 3 JLJJJ lSIjj J 3 I ‘-CiujS s^.JuuS <- 9 Jl> 

.CjljuuI O 3 JLJUU 



8 Merge 
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U£JLuJ U U.V)S jISLjuuI U 

jLujl9 I j Ctrl + 0 3 Xfj£ Ij J3JL-AJJ Jul^t b c^j ! jS 

jLuJlS 3 JuJkS Ijlifcjul Ij OJuuJ U3 jLjuJ CjljuuIj 3 ^lgJ3JLuj ! jS jUjujI 

Ctrl + Shift +0 :jl^^ 

jSL*£> jl Qj J&juS O^I&jLajliI <*_9 3j*^ Cju(XjuUl 9 j.b ^3^>3 j0 jJLZ3 AjJS jl ClS CjljujI jjl£J !jS-Xj 

<^J LjuUL> iJ^jujIo CjuOs-juUl9 



jJo-kjJ Jl*J> U <^Su U.V)S jISLjuuI U f^SSZJO 

jLuo9 Ij Ctrl +9 3 AjjS <w>U«luI Ij J3JL»jj juc> U t_Su! jISLujI 
Ij Ctrl + Shift +9 s v^l L> jJo-juj (juuti 3 \Jb v-SlpJ3JLuu! v^sA^O 

. Jo_dO jLjuJlS 




JuuuuU ^15 ^ I, i3jjLjulLaJ lSLq} 0^1^ 
O^l-b 1-Sljl.b J3JL-AJJ uljljjfc 3 Ld>-XjZ> JjoLuJ -\jl3j J^juO^I <^jJjl^ 

Ij Lpjl Ij JluujJ Ij <^jJj 15 l-Slo^l^ Clxxdi Jbukp K-S^° LxXjuJ . JuuJ b 
\jjj jl o^lajLjujI Ij JuuS jjS^gS I j c l^>L) Ij jjSjjj 

.^3_juj Li^Ls^ c ^ > Li b jlu^^ jLujlS I j Ctrl + * juJ^ . ^ 
.jl^ v^l U View Zoom cujj^ .T 
jl^ vl^ul Ij Fit selection T 
.JbUjj Ij OK .Y 



JI 3 J i ^ ^jj ^b ji ^J3j0j 3 jkp Jjuo J^ajo^I OjS*ulj ^.slj^rl u^jS b Jujkp ^jvjo 

.Juj3^ ijjuuljsl Ij 6 jJ*jl i J^ CJj 3 j Jj l£ L-Sloi 02 >l^ ^IJl 2 J CjulS 2 jJ 03 j\$Ji ^l&jljjl 

.j ujS v^l U Tools -> Options .1 
. JulaS V Lsyjl \j View tab .T 



9 Formula bar 

10 Sheet tabs 

11 toolbars 



TT 
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'Col j 3 J-a-u^I ,jliJ3a>l 



Row & column headers , Horizontal scroll bar, h, jjj lsU cujj^ ouo\Lc T 

Vertical scroll bar, Sheet tabs, Formula bar and Status bar. 

U OR .T 

OJuuU _jU t-S^joO CLi_ 1S Ol (_S3_; 3 U Liuju I Ij Ijjl _;l<)j jl v_5vSL) .0 

Close 3 vl^jl cJl> jl Ij Ijjl j I^J CLOs^.JLy^ btul h, "Customize..." 

L> 

- 1 ■ ■ ■ i C*J3_; JjlS <-S_, jljuUL«J <■ lo ill £ OljuuI dJk_uij Oili ^jjUuLoJ lo nil Jq- 0-9 



E Microsoft Encel - Chapter 1 



1® File Edit 


View Insert Format 


Tools Data Window Help 










A 


B 


C 


D 


E 


F 


G 


H 


1 


Running 

Number 


Invoice 

Number 


Date 


Customer Name Market 


Quantity Income 




2 


1 


101 


05/10/2000 


MrExcel 


USA 


15 


2,136.75 




3 


2 


102 


06/10/2000 


Intel 


USA 


17 


2,270.94 




4 


3 


103 


07/10/2000 


Motorola 


Asia 


20 


10,152.14 




5 


4 


104 


08/10/2000 


Pacific Bell 


Western Europe 


50 


11,111.11 




6 


5 


105 


09/10/2000 


Motorola 


Asia 


100 


8,717.95 




7 


6 


107 


11/10/2000 


Amazon 


Asia 


15 


29,280.00 




3 


7 


108 


12/10/2000 


Microsoft 


Asia 


30 


6,020.00 




9 


3 


109 


01/10/2001 


AIG 


Asia 


40 


8,040.00 




10 


9 


110 


02/10/2001 


Cisco 


Asia 


50 


37,065.81 




11 


10 


111 


03/10/2001 


MrExcel 


USA 


67 


15,452.00 




12 


11 


112 


04/10/2001 


Pacific Bell 


Asia 


77 


13,032.00 




13 


12 


113 


05/10/2001 


Amazon 


Africa 


89 


13,095.00 




14 


13 


114 


06/10/2001 


Intel 


USA 


101 


23,084.00 




15 


14 


116 


08/10/2001 


Intel 


USA 


125 


18,495.00 




16 


15 


117 


09/10/2001 


Microsoft 


Asia 


138 


23,506.50 




17 


16 


118 


10/10/2001 


AIG 


Africa 


150 


25,129.90 




IS 


17 


119 


11/10/2001 


Pacific Bell 


Africa 


162 


26,753.30 




19 


IS 


120 


12/10/2001 


Microsoft 


Asia 


174 


28,376.70 




20 


19 


121 


01/10/2002 


Cisco 


Asia 


186 


30,000.10 




21 


20 


122 


02/10/2002 


Amazon 


Africa 


198 


31,290.86 




22 


21 


123 


03/10/2002 


AIG 


Western Europe 


210 


32,850.02 




23 


22 


124 


10/04/2002 


MrExcel 


USA 


222 


34,409.18 




24 


23 


126 


06/10/2002 


Intel 


USA 


246 


37,527.50 




25 


24 


127 


07/10/2002 


Cisco 


Africa 


259 


39,086.66 




26 


25 


128 


03/10/2002 


Pacific Bell 


USA 


271 


40,645.82 




27 


26 


129 


09/10/2002 


Microsoft 


Asia 


283 


42,204.98 




23 


27 


130 


10/10/2002 


MrExcel 


USA 


295 


43,764.14 




29 


28 


131 


11/10/2002 


Amazon 


Africa 


307 


45,323.30 




30 


29 


132 


12/10/2002 


Intel 


USA 


319 


46,882.46 




31 


30 


133 


01/10/2003 


AIG 


USA 


331 


48,441.63 




32 


31 


135 


03/10/2003 


Microsoft 


USA 


355 


51,559.95 




33 


32 


136 


04/10/2003 


Cisco 


Africa 


367 


53,119.11 




34 


33 


137 


05/10/2003 


Pacific Bell 


USA 


380 


54,678.27 




35 


34 


138 


06/10/2003 


AIG 


USA 


392 


56,237.43 




36 


35 


139 


07/10/2003 


Cisco 


Africa 


404 


57,796.59 




37 


36 


140 


03/10/2003 


MrExcel 


USA 


416 


59,355.75 




33 
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UJJ 3 L 0 j\ O^UjuujI — QjSj 

vL^ji-il Ij A1 J^JLuJ .JUJ^ iJjjJblZ Ll ^jijuljsl I j OSZSL£) ^JnjLxxJ^jJJ kZjl&juuJ Qj 

j b $ls> <=b \j 9‘ jLjujl9 \j Ctrl t JuuS 



<^Su U jJ-*J C*S^> 

.JuujL CIJLajjI^ ^SjJj\S ^JuiC> Jul^J J^juO^I CLajJ^jIS jj 3 i 



Ij jj ^jju3Lo jl O^LqJLjujI b j^l ^ J^LaJuuo ld> ^jJ QuU u £u m $sij 

ld> 3 JuujL cU-jujI^ uS.bbj t-Sl& cLjuj^jI^ ^jOloj V btiil 

.^3j Jl&I 3_> fjjjg-juaszjo \Lol 5 JuljujL IjI^ ^50^3^ ^Slpjob 

I \j ^ I Jl2j jjjuu ^u^kjjs> (^3! Qjj) t-S ^>3 jjj olj 

. Jla-^J lSjLaS 



Ld> l_Sf)J Jul£ < *^zSu£> lSI&j^LjO jl 

.i+jS oS >> ]X cgjj cu b jLix9 Ij Ctrl + Page down jJS 

. ajuS cjS v _ s JL9 cgjj cu b jLii9 Ij Ctrl + Page up jJS 



)T 



3ju0 ]q-kjJ$J <\ SjJ V-Su V bojl 



ijjl^Io ,5 j\$ -^9->9 jl^ Cjl£_> Ouo\Lc -Xjc> jb J3 j^LjujI cub 3 V O CjuO-ajJ 

lj jJdj ijgjo />li OJuuJ jb lS^juO jl .Jj-iS «_SL«_15 Cj_uuIj 3 Oijj Lpjl jl v_ 5 vSu i_S 3 _j lj 



31 












32 




|~C| Sheet 1 








33 




SheetZ 








34 












~\P 




Sheet3 








H ^ 


► 


ti \Miwa,'; 


Sheet2 / Sheet3 / 



Readv 



12 sheet 

13 menu 



.Jl^S 



<w> 



btxil 



YT 
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'Col j 3 J-a-u^I ,jliJ3a>l 



lS J ^JLajU 

Jb^LQjO ClS ^jOboj \j LxXjuJ c JUjJ ^JVjO jlSb ^ jl I i IpJu V-Sb V btxil 

L| J^JLuJ Qj kZjSjS> V-SljJ 0 \j QJjjipJ . -XjLuJjJ ^j^XQjO Qj Julc^J ^JVjOJ -XJjI^ j-tu 3^ Ij 

.CjljujI U />b jl c Lp*li Li b J^JLjuj /> b u^b> C tc>b 

■ Ju^ J^jOjS 3I5J Lju> CjuCXjuJ 3^ 0I3J ^JVJO \j fi\j <\ j£&> 



/> b «Ua> jl O^lfijL jujl 

c \uuJ^)j\S <^Sb 3^ ^jJ^JLuU vb^l -^jbo />b C^b V Udj| c Li^> b ” />b c LkS^> 



fjjUL^JuUi Z5000 JbuO V^IjJ.Jlui^ V»jb /)b c LkSZ^r I J J^JLuJ <jdLTpl — J^JLuJ <^Sb CU UJUj*| 

JuuLcxni ■ JljuJ U n^lg) ^ JjLiJuO Z5000 JjjJLjuU CU bxjuj c lJ^uU jljuJl9 Ij jjuijl 

(. Edit Go To ... v bcDl b Ctrl + g L F5 jl o^Ull-uuI 



LpJ3JLuj j\ qob v^I^laj] 

.ju^ vl^l u D1000 b A 1 J 3 JL 0 jl: Jluo 

■ JOmS (_JVjO V b%Ju 1 I J A 1 J^JLuU . 1 

. D1000 JuJi$ *^ub 1 yob .T 

.juia>:> jL*jul9 />& b \j Shift + Enter jJS T 

Ij L^job < ^ l _so>-l5j 3 IgJ^JLuj »_S_;l_ySuob cu &>lj jTjuul»j olc\Uol i_Sl_>j 

■ -XjuuuU 



14 Name box 
TO 
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UJuL. 

^SlifcjvS j| Lojb LxXjuJ c Jla-aS O^LfijLjujI (J^juoSI jl 1 -jUjjO LcXjuJ UDj 

i ! j I JuJjLlC J-juUlS j2> lJ_ 3 I JuuO l&j 5 ^ \ j x juULU ■ V a N ^_5\jO ,/ol<fcjl lj J 3 • OjUO 

. ^ V U Ju LljuUC> 3 ^<jjJjJ 





■ JjULJULJLd^ Lq>j15 <JjI />b*j| V-SljJ olj iJJjjSUjuuJ JuJS c I>lSL^> L_SIq^jjuLuO 




JuJS C^ZSLuO ^ A t3ld>jjjLjO 


Ctrl +C 


CJL-JUJ 3 J 3 J 


Ctrl + X 




Ctrl + V 


JjcxX: jlj^b OuJbL9 b tUJubLJuuc>r 


Enter 


JjCX-C jlj^b CjuJjL9 O 3 JU tUJubLJuUC>r 



OJuuj ^jI<)jo jIj <*-Su jl ^jojuu OJuL-juul^> 

yjuJ^ j\ j\j iJJ m JuS> I J OJUuJ ^jyS ^jI. 9 jO JlJI^J ^JVjO IcXjuJ jj\Jb 3 Y 4 4 4 J^juoSI 

oJtS\s> \j ^3 jo 1Tb JJI3J ^jvjo ^j3j yjuJ^ Y 4 4 4 J^uo^l .JuLljuul^j (oJujIjLpi) cu^j) 

JlJS.(CjljujI c USb ^jjuuIjSl TT Qj T 44 T J^uoSI ^j3jo <jjI ) .J uS ^Sjlj^Sj 

. Ju3^ uLuju Jul ^_5yS ciS lj v-S-bjkjjo 3 ^3 -juj jb ^j 3J yjuJ^ b Juj3^ jLujl9 \j Ctrl+C+C 



3 OJuljujl^ jl O^LqJCjujI U U Ju l juuc> £ 

^iSb Ij Ctrl JuJLS. JuJtS v^SLJS jjdi^bo b J3JLUJ JjjO JoJ> ^3j , -^H L ^ vL^ j I U 'J.9 -LjuJ ^Su 
.JuJkS Lq^j Ij Ctrl 3 UJJ3I0 Jui£ .JujljuLu JjJC> V-Sl> kSj Qj \j J3JLUJ 3 CU-jujL 

J3JLUJ OXkmS I j Ctrl + Alt ^b^JulS iSjjjlS kSj <\j J3JL-JUJ ^S\jJ 

■ X/>0^2> jLjuJlS 



15 

16 

17 

18 

19 

20 
21 



Copy 

Cut 

Paste 

Shortcuts 

Clipboard 

Drag 

Drop 
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'Col j 3 J-a-u^I ,jliJ 3 a>l 



CO ^ j 3 o JU- juJlS j\ O^LqXju.!. U UJuLljuUC> 3 {jbUjJ 

JuJl> l-S L> ^-Su CU ijJiJjljO L Ijjl 3 JuuS J 3 JL-AJJ jjJO 1 S 3 J. Jlui^ vb^ijl Ij V-Sul 

.Juj 3 ^ jLuoS jjJ Ij Alt JiaIS JjO-C jSLp ^X ^4! JlajLil cSljj 

^3-juj ^jvjo />b*jl ul O3JU b Ctrl b 3 ^jju3Lo jl O^IqJLjujI b ciS <jjujj 3 jl 

■ CjljujI Li 3 LpJ3jLjuJ 3 b^jJcLjuJ ,jaJjJ 3 Liy^ <-SljJ 



(J3JL1JJ cu J3 jo ^9 U <jJuo L (J3JL1JJ v-Su 



B 


j Type a question for help 




\J&Q l£I^I£IIG 


A5000 


t f x 




A 


B 


1 


! Excel bookl 


l 

L 


2 


j 






3 








4 








5 








6 






7 








8 

11 






— 



^_5v^ A5000 b A2 w-sL^J3JLjuj qj Ij A1 iJ^JLaju ^ 3-^.9 ^ ch^' JUo 

.AjjS 

.juuS <*_jub Ij Excel book qJuo A .1 J3-JL*-u j^ ■ 1 

. o_olS Ij A 1 (J3-L-AJU .T 

. juJlS ^L^ijul Ij A 2 J3JL-JUJ .T 
. A5000 jujS yjub />b .Y 

jl cu^uj^ cu>-b jLiiS /xj 3> b \j Shift + Enter jJS .0 



.( ^3_JUJ ^JVJO vb^jijl I 0 J 3 JLUJ 

.jl^^ jLixS Ij Enter .? 




a n 



TT viL*K Jjfp b J^LuU v-Su 

. JuuuuU Ij ,J| J liLo t jcw0j J.JlaaS' ubdj Ij C2 J3J-JUJ .1 

. JUj-jlSu jJiu j^ Ij Quijb J3J-JUJ GjljuuIj CjuOouJ >Y 

Jj 3^ olSbl JuoTj^ + V-Sb J^LjuJ uH-^bo Cjuo\Lc ClS ^JVjoLSJlQ^ .Y 
\X?X.j ^ LpJ3^LjmJ I j J3-® - A b j^jJuo <J*juaS I . JlulS v^SLlIS 

^3-juj jljJ yjc> Cjucx_ajj U3jLjuj b ^ L^yb> b jlS <jjI.Ju 5 

{JQjljuJ JljuU b i_A b> QjC> CjuCXjuJ G3GUJ jS I . Ju Lj ^Lo I ^ I 

.^jaS jl>^ J-O^C V-^\bo CjljuuIj CjuCXjuJ 



22 Double click 
TV 



www . IrPDF . com 





www . I rPDF . com 



— http://amar80.blogfa.com 

jb C_Slo> CLjuJ^JjIS jJ-aJ CjSjS> 

.Juu£ j\j c LjuJ^ r |jlS CjljuUuJ j I \j j^u Window V-S^juo j\ 

b Ctrl F6 ! j\ cjljujI o^Llc jb i-sl& <-sIjj JuJS q^o^ ^LdijjjLjo 

Ctrl + Shift jl jb v-sla> cui^lS oljuoJ ^ co cjSjs> lsI^j. Ctrl + Tab 

.juuS o^lajLjujI Ctrl + Shift + Tab b +F6 

.Cjljuuu^ L _5NJ3lftj q^j qjod 3 > 3 qSjj °o L^J3 JLuj <ljxcb qjj Lo l^Jul 



j\ L^J^JLuj 

jLiS ^3^3-0 ^ 9 j b <AjaS^ y-> Litul Ctrl + A jlJS uib jLuoS L lj LpJ^JLuu cuu5> 

(.^5_uj . <njo < tjL? > 'L«_uj Select All ^oU U ( -txxS ^ (jjl ) .jujlS v 5 >.>. 1 ^> A 03-c-uj ol^_tc 
3 <— iL>jul Ij A 1 J^JLuu 3 ibsLtjl \j <_Sj 5 Lo .ju^i jL*jul9 \j Ctrl + C juJS 

.jlus>:> jLjoS \j Enter 



v-Su 



oLcx-Joju 3 Igjob oljjOd 3 > CO t L^J3 JLuj qjoj 3 > q£ V>l:> 1^ />3 ^_Qjo qjI q^j <^Sb 



.Ju 3 -juj cL^niLZ) 

L 3 jLjuiJl9 Ij Ctrl JlJS.JUjjlJ qjbj V-Su V-S3J CO I J ijJiJjLo j^LuJU "1 QjJjS . ^ 

. juulS lj Ctrl 3 Jl^juulSu j.Su^ t-Sl> c^j co q^jj ^jjj^Lo jl O^LoJiLjujI 

MOVS co jjS OJuuj jb 1-S3JUO jl.JuJ^ CjljuuIj j-bu V>3 jo q^j qjbj 1-S3J — T QjJjS »T 

co Ij q^ jLd>^ Ij oLSuol qj! bxjuu qj ojjj$ vb^l U or Copy 

q_oj3 i; ijl^ qj fj qj| b jlo^ q_Ajj 3 :; ijl 5 oh jOJ ^ aj jc> ulSuo 

. jul I j Create a copy qjoj.S c^Lu q^ ju3_juj q, ax\ Iod . jloS JjIijuo 



23 Move 
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1 OJuuJ jL OjC^jU L^ul Ij Arrange Window ^^juo jl — T cu \j$ .Y 

jl JuuiSjS jlj3 j\j ^_SLq!) cLjuj^jjlS cixxd) vL^jl U c UjJ^ 

Ij iSjjj\£ (jul cULajjI^ ciSLi Ij Ctrl o£ ^sJb> kSjJjIS O Jla-jujlS) 1 cUujS ,J^JjJo 

JliLul I3 ^SjjjlS U JuJkS 



jlkx^l 

^ ^jOloj j.Su.b CO cLaJj^jL^ ^Su jl ^Su JlajLil 

CjlcU CjljujI 1-Sj.Su.b i_sIq>L> CO OJuuj T ^^JuJ i-SlgJcjjOjS 3 I^JLuj i-Sljl^ 

LcX-ajJ < ^Suj\ j\ JtSJ .JuuJ JLd>l3J> JuJl> c LajJ 3 ^j 15 3^ JuJi> V-Sl& ^Juj ^Lfcjl 

3 juj^ ^L^jol \j Links clu E dit 1-S3-L0 jl « Jjijuuo \j 
CLjuJ^jIS c lSjjl jl J-jl 9 JluLoJ <J^jl> L ^^jOLajJj J3j Qj \j ld> <^juJ 

I j <^JuJ cb J03JJJO jJLjujlu olc\Lbl v-Sljj .JubS 6juC>i> Ij JuJi> 

.JuJu^u Ld> J3 jo>9 0 I 3 JLC l j V Ju^i9 



24 Link 

25 Update 
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T J-o9 



i T ^<jJuo jl ^j^lftjuo i_Sld> 0^1^ v-Sljl^ Jul^J J^JLuj jj 3 i t J^juo^I t-Sldi 

.Juujb £ujb b 3 ^IjlcI 

J^LajUUO ^S^oS Ol c l^ CjljuuI ^j^uOjO LoI.OljujI O^LjuJ ^J-juUlSI lSL^ J3J— ^ *-0 ^jJuO Cf^jS 

\/yjJb$ />b*jl I j jjj Juulo /x^[cp*j jSI Juujjj 

. J3JL-JUJ 3^ <*- 91 j^ljb JjLajj U Ch -0 pc^> ^ 

.OJuuj ^3 ^jJuo o^LSb ujjuIjj 3 ^ 
<ta JVjuOouUlS 3 _>-! 3 ^ u^ 0 j^JVjuOouUlS \ko.J3JL^ ^Sb <LSbi> lS-XjU ^J-SLjuJ ^ 

. i^QJbSLO 



. J3JL-AJJ ^-Su cu v-S^3j3 <jJuo qjJuiC> JL^ul ^ 
. V-Su c l<t-uU b J3JL-AJJ <jJuo />lc^l ^ 
j.Su^ ^L^J3 JLuj <\j <jJuo OJuuj jJ>J jl ^Sjj£$l^r 3 O^Luj i_S\Jb 0I3JLC ^b*jl ^ 



JuuS ^JVJOJ olSb J^juoSI <\J ,jJuO U^l>!3 A-b '*-^b 0I3JLC CO J^juoSI uljJjl 5 jl l 3 jlyjuUU 

.^JLhjo TA 6^jjLjua^ c L>-Q.^) 0I3JLC cb jj> 
O^LoJiLjujI ^jJlo v-S Lpj L ajul> Oj 3^> ^b*jl cSljj Word cbobjj jl /xd> Lcx_ajj 3SI 

Oj3^x ^b*jl <-Sljj >oj\J t-Slo^jljjl cixx^ J^uaSI ljj> .JuJkSb lj j \5 <jjI JuLj JuJl^ ^jvjo 

^Jn^-juJ Ju^s <Jjl..bjl-X 5 ^JVJO LcX-ajJ j\juS>\ \j Igjl <jJuo u ^JuljJ 9 3 uS^Jb) uSl^jLuuo 

■ JuS ^jvjLou^Ij (_sJLo «-sla> uLuo o^-Luj _p \j Loouj <*S> 



26 Text 

27 Bold 

28 Spreadsheet 
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Ifc Jjj I 

3 G-*-° 



^L^JljuULU LxjuU CU v _5sjl3l_>9 ^ iSJUuJ^LjijU <-Sld> lj \j lSL^jIjjI j\$j J_iuJlSI 

V^uUuO 

u^° L j\£ ^-Sljj ^ JuuuU i SVjO \j J— ajjO I _jl i SOLmUuJ jjj i SVjO 



■ XJui uxi) 

Formatting 0 
Drawing 0 
Picture 0 
Shadow Settings 0 
3-D Setting 0 
WordArt 0 
Borders 0 
Drawing Canvas 0 
Power Formatting 0 



IpJ^JLuU jjjuO 

!Ju 3 ,_s\jO cub_>C LpJ^JLjj co 0A 0 ^3 LoouJ CO 1JL0S jljjl J-u 5 I 



jj jl O^LfljLjuul 

Oj^jLjuJ jJ 33 ^ 3 ^ i_sLd> 03 1 3 ^JwVjUlS I t JuuS 3jl3 <J3^“ juJ lj v^JVjuuO c lS a fi) 
O QjljuJ 333>3j 0 l_SLd> j^jJuO L Jul OOjS 3jlj2| LcXjuO ^iS ^jJVjuuO LI JuuuU L' JuS 3< il '*- JU,J ‘^' Ij 

Lcxjuj i*S I jj \j ^jJuo cijJij j IS 33^> ^ JuS I Jlu I j ^_c) JoJuo ^jJuo jS^ I . JuS ^_5 ^jo OlQj Iko 

J.SI cuJI) . 3 I 3 obsj u^juo cLo-q} c,juL Cjljuuc> 3 jl 1^ Lcx_juj Jjcx-C qjI .3j.S 

(ju3-juJ Juuo OjJQJ O-JblS <jjI 0Jul9 jl ciS JL^l3j*j 
jj 03 ^ Jb>.O^ul OJuuJ ^ ^_ 3 -oLlC 1 J 9 I jJo_ajj JuuuU ^_ 5 vjO JSLjuj ciS j 3 ^ 0 1 A 0 ^ 

Oj LlC J^juulS I jjjuu Cjljuj I v-S jjjul9j^ Q-J 3 ^ Oj I 3 jOuJ^ 13 -^ C\S v_S\jjLtC /> 3 ^ _^lo <ju 

29 Icon 

30 formatting 

31 Auto Complete 
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jjuul u^J b /x-ul^J ^jvjo -JcujIj ,jJuo ul ±j\$ Lo jC)ib.;.o ciS Jlq^ ^jvjo ^L^Jljuulo U ui 

Ijlu cSjLu OjLlC cl oJb ^jub <\j -/\h^ ^3 JjoI^ j 3 -Lu U O^ 0 





A 


1 


Cii-ij j AJ w >uJ i-CjS 


2 


1 




S] 



^sJLs L 5 Lpj^ 3^3 Cjljujj^S j\ vl^^l 

bxjuu . JuwvJj b O^jS 03-Ojuj \j ^jJuo Jul^t LoouO c^ jjS ^ \jo j\£ ^.jvjboj OuJbiS qjI 

I j Pick from list qjujS ojuuj jb ^Sqjuo j\ 3 oljuuIj J^JLjuj <-S3j -ooLp v»s^ 

cjljuuuJ {Jjju jl jlu I 3J v_5^ Loouj . oljuj I ALT H“ Down Arrow ol jjj Luo juJL^ . jloS Lsjul 

. jjjS vb^ijul \j jJcu <jJuo ^jvJLs ^-Slpj^3j3 5 jsu j^c^lLo 



olc\lbl i_5vjbj^)l 

Oili L oLj_ujI tSld) dili jl JL1JI3J i_5\j0 1 olc\lbl i_Sljj ^^i_5v L)j__)I Joj_aju ^yLsijul L 

KSl& {jjJSXLJ CjuJb 19 j^jjl .JlOS V-Sjj^ 3J-^ OJuuij QJxSi^ JojulU oS> ^jvjb^ 

. JljuJ Jl^[9-> jjljuULU L_S JlS2J 

jjuuI jl JLS2 J JLs 29 J()JLjuJ C \SjJ> 

U±j 3 $j\$ jl J&J JLU^LpfcJ CjljujI <J>£uOuO t LoouJ t-Sloi 0^1^ ^ 3 J CO COLjuUU 

Jjl 9 CO Jax-C jjjl .JuS < 1 jSjS> <juub 3 \Jb b <^jC> b CjljujIj c*j Jla 3 J3JLUJ t jjuuI 

. CjuuuI 

. jl^ jU f> Edit £ jj juuj os js v^jl Tools lS^juo jl \j Options <^J> . \ 
.cxjujI osj$> CLd Move selection After Enter Direction <\jj£ <*S ju 3^ -T 

.Jul&S X-12J S£> C(j Lo Ij CaS_>> Cjl^> CLiJjS .T 
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^ 3^3 />LojI jl Jl S 2 j JI&9 J^JLajj <j£y> jl i3jj^3Jb> v-Sljj “ qj£j 
cjSjs> o^jIs oju:>b Ctrl +Enter: jl jLuoS b Ij jjj 

■ O^LfijLjujI j 1 3 Cjl^> ^bfcJlJS jl c jjuul jl -XS 2 J 



J$Luj qjJju> JjoLuj LSI cLp^b.^jl^ olc\lbl ^3 j 3 v-S^Uj j-uti ctp^b ^-Su vb^jl 

cu l _5J3JLuj jl cjSjj> t-sljj Enter jl.ld> o^l^> u2>jS ^3 cu juj^ ^j^uj 3 JuuS vb*^jl I \j 

^jOLoj.Juuj Jul&[c^> ^3 ^jyl^ijul t-Sloi J3JLUJ O^lajLjujI J3JLUJ 

03^-juj J3I J3JLUJ <=b jlS^3> j3-b cu J^juoSI Juuj VJ3 u^jljuu :>cpr3x> J3JLUJ ,jjjj>l 

.Cx9j Jl&I3_> iS-Xszj 

^SUjSD Quub ^b 3j jjubl C{S {j£>j 3 . JlxxS <»_-> l^iul Ij D 5 b A 1 t-Sldi J3JLUJ ! JUo 

Cb jJ-juUL^I Juuj />loj A 5 J3JLUJ c l^ L& 0-bl.b Cf^jS ±j\$ Qj p 3 >-bj ■ Juuij b OJLjuJ 

Jlq>I 3> vl^ul Ij B 1 J3JLUJ jt^3> j3-b 



11 



www . IrPDF . com 





www . IrPDF . com 



'Col j 3 J-a-u^I ,jliJ3a>l 




^jvjo QjjSul> OJuuj ciujszj 



£\L^>I jl O^lfiJlLJUul 

Tools ls^juo jl Ij Autocorrect Options<ujj£ 
olSuol (jjl Loo^ co ' Autocorrect'. ajuS v ^l 

£^>l Ij ^syj oL^LuLjuuI J_d) 2 > ^_5vj0 Ij 

. JuulS JjAjU Jjo15 U^juO Cb I j ^SLSL>lO U^juO. JUJ^ 

,jvjo Jjjuj between cuxK cu betwen \kx> 

(jLuuuJ Ij jJ-SLjuU ) . -XjlS 

<jJuo Juukp ^jvjo Loouj : JUo 
book ctoJ5 b Ij The best excel book 

'.JuJS <^juU Lcx-vJO ^_ 5 ^jo LSLi-d> . Juyjj OjuL>.b 

U Ij ojuuj ^13 jjjuo ^\L^>I cjuJjIs book 



.j ujS LajLjuj I ^L>/xj\k: ^3 ^sljj Autocorrect j I- <*j£j 

mJuuS ±j\$ Jj^JLuJ ^Su Ij Sj5^. CjuoUc: JLjO 




jLuJlS Ij F9 ,jjULa-juJ 3 JLUjJ Ij F2 -Xj«J^ — CHAR(128) :JuJ^ 5 j \$ J3JL-JUJ j^ 



Ctrl + jl o^IqjljujI L Ij 3 j 3 j ouo\Lc. (jj^Lqjo t L> ^>j 3 jo i 3 jIaSuL> ) 



Jc*jO j^ .JuJl^ btol Ij Autocorrect Tools «_s^juo jl .ijuS C 
.jl^^ jLjoS Ij Ctrl + V <_sL 5 >jlJS With J^o _>* 3 Euro ajuS vub Replace 
«^jub J 3 JL 1 JU j£> ji ul ubcijol lsIjj . jLijoS Ij OK 3 AxaS iC-JLS Ij Add 

.Juuu Jlc>".- oi> JjJuj 3jS^ Ouo\Lc cp ijjuO EurO JliJiS 






JjIs jjj Word ji jjI ojucu uijjsj J^oSI Autocorrect j^ ^Id^Lo 
ji Word ciobjj AutOCOrreCt ji OJuJj vJLfjfij O3JU0 l jjjL<ejO^ .Jiil OilftjLmjl 

■ ^3^ \ I nS I3 •> ^jjjjJLjjJi ji jjJ jjuJlSl 




33 Auto correct 

34 Paste special 
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(Validation Data) olc\Lbl 

j OJuuJ I^L^Joj-juU L I j OJUuJ 3j 1 3 olc\lbl J^uaSL o Lc\lbl jl OilftjLjujI b 

■ Juuj \ : 1 3 J^JLuu Lpjl i Ju—tjubj jjuSZA In) 0 ^ 1 3 J^\ ,Ju \S (_jvjo l _jybjjl LoouO <-S^_uu 



Ja.6.9 ul ciS JuuS LpJs-L»jj _)l <-Sl Oi3-)c*jo <-SljJ b »_sdc>juj (_svjo LoouuiULuO 

■ Juljuu b c U-»juli ^3 j 3 6jl>l T* *T i_Sln) 

. JlajlS b Ai:A15 nsL^J^J— uo ■ ^ 

.joj^ v^jl b validation cu^jg Data i_s$juo jl .T 
. jjjlS v^I b Date <ujj^ Allow cus*> j\ Setting £ j\ .T 

1/1/2002:jl,j^ Start date jJLs .p .T 
12/3 1/2002 :jl aS ijb End date jJLs .p .0 
-uiS v^jl b Input Message .? 

Date validation ^ Title <^> _p .V 
Oili 1 jjjuLoJ Ju^l3i>' [ _^jo <\£ b />l&o _>& b Input Message CjuOouUl9 j2> .A 

■ JLukS I 3 ^3-**^ 

.juuS ±j\$ I j j\]od>\ uI^jlc Title <^>- ^ 3 0 ^ v^l L> Error Alert ^jj>juj .1 
^plsju qjI . juulS 1 3 Ij j I x un n^ ^oLsjj jj 5 > L Joj^juj Error Message Ouoouus 

. JLaS ^jk) Ij ^^1^ jJjl^ JLjuJ Jl&I 3 > jj^Uo ^JUD ISi A ft) 

3 Warning < Stop jIjuJuu^ ^ ^sljj <ujj^ cu^ Error Alert ^jj>juj 




.Information 

§JuO oLuLjujI 0^1^ O-bjS ^j^ jl Ij LoouJ StOp CUujS 

. JuS ^_5 vj0 




o^l^ -^ 3 j 3 ojl>l Lxxjuj cu Warning cuujS 
LoouU Cl^Jul jl JlS2J CuJI JlQ^3 ^JVjO Ij oLuLjujI 

>o\Ld oLjljJjI L Ij Ocasio 

. Ju^jS 
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cu &>\j \j ^ Lc\JLIol Jaiis Information 

\ ) dtiji-Ajul 0.':- ."! ^3^3 ^jt>l 3 i SVJQ OLiJ Jo_ i )_ajU 

. JlQ}^ ^JVJO 



jlkc^l 

^jOLjuj^ Oj 3^ <U ci5 ^3 _juj ^jvjo J LxxXzl ^jvjLq* 0^1^ JoiiS 

^jl3 OJuLljuulj> 3 ^_syS <>033 °U ci 5 ^j3jo 3^ 3 Ju3_juj ^jvjo 

■ JljuJ JL&kptj JLxxd ^jybjjl Ju3_juJ 




bi> J3JLUJ ^U Ij Ld> OljuuuJ _X_q }3 V- 5vjo Lxx-juj <-0 I j oLSuo qjI CjljuuuJ kJ^Bj ^ 

Oj 3^5 CU b _Lul5 CjljuULiJ jl \j ^jJuO JLukp lJVJO LxXjuJi jl5 <Jjl /)l>lil b. /X-ul 5 Ju^buO 

^JVJO <jJuO Liybjjl t-SljJ V-S3J3JO U^J3 j ^ 3 -juJ ^jybjjl CjljuUlJ b ,jJU>.JLul 5 ^jl3 ^jCiLjuJ^ 



cU b> 3 15 O I JuuOj 15 CjljuuuJ Mjuo c Jujl5 ^ I I j ^ 3^3 LfijuO ^_ 5 V b jj I cS L^JLjuulJ Juj I 3 J v»S^ Lo^juO 

.... 3 L^J LjuUO CjljuUuJ t ubjJLjuJUO OljuULaJ c 



E Microsoft Ewcel - Chapter 2 



HI"] File Edit View Insert Format Tools Data Window Help 





A | B 


C 


D 


E 


1 


Customer 

Name 




AIG 


L 




2 


AIG 






AIG 






3 


Pacific Bell 






Pacific Bell 






4 


Amazon 






Amazon 

Cisco 




5 


Cisco 






Intel 

MrExcel 




6 


Intel 








7 


MrExcel 






Microsoft 










S 


Microsoft 
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« Data validation r Ysl .pb .p 

Allow cusj> _p <w>U«luI \j Setting 

v L^ul \j List 

L> Obp-iiLO OljuULaJ 
V btjul A O^LkjJ \j ubjJLJULJUO OljuULaJ . 1 

.juj^5 

b jl^ jLioS Ij Ctrl + F3 .T 

.juu5 

v L^jI CjljuUlJ (_Sf)J Ij v_Svjob Ju^J 3jU 
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\j OK 3 ijls L> CustomerList />U Names in workbook 

■JuuS L> D1:D10 usla J^JLuj .T 
.a+jS U Data ^Validation .f 

.jlu5 v_jL%joI \j List ojjjS Allow Cju0ouUl 9 V L^ul I j Setting ^>juj .0 

.jujS \j CustomerList />U 3 jLixS I j F3 j^K Source jJLs ^ .? 

■ VaO^ jLjuJlS \j OK .V 

OuoUc L_S 3 j ).-Xju^ jL Ij OUjjLjuiJUO OljuULlJ 3 ^L^LajI \j D1 J 3 JLUJ .A 

. JLlaS ^jL^ljul \j OLjjljuJUO jl ^_5vSuj . ( JuJtS GjljuuIj OuCXjuJ 

i_sld> ^3 j 3 jl t3^3JL> 

■ JlajlS v3j^3JL>' L-SjIj5u L-Sloi 0^1^ -^ 3 j 3 jb L^ybjjl jl O^IqJLjujI L 

■JlajlS vl^l U A2:A20 LSlpJ 3 JLuu .1 
vb^ol lj Data->Validation cujj^ .T 
. jujtS v^L^ijul Ij Setting .V 

.jujiS vb^ul lj (j^jv-ajOjI-q-juj) Custom c l* A llow ci ju0ouUl9 . ¥ 

.ju5 ( _$\jo Formula co <_sl o^l^o _plS jJLs oI^jlc - 

\SjjS 3jl3 J3 jo>9 jJLs _j3 Ij _>j_) J3jo_>9 
=COUNTIF($A$2:$A$20,A2)=1 
.jlu^ v^I L> Error Alert ^Sy.j-uj .0 

" csj ^\ 9 0I3JLC .? 

ijb Error Message oas^S ^ M 

djLMJuJ JUJUS’ LxjuJ ClS lSjIjJLo 

" .JLjujL <_jVO JjJ 2r££> 



£ 3 










1 




2 


1 


3 
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4 
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3 l 


6 




7 




8 




9 




10 




11 




12 




13 




14 





A|B|C|D|E|F|G 



© 



yjJ3 j^cpo v . >.»J ji ijl3 IolaIi dS <-Sjl ico 
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^jJuo ^jy bjj I 

Lxx^.juujU (jjuo usv^jjl ^.sljj L^doj^uu -xsL 9 Setting ^Sjjjuuj j^ Allow CjuCXjuoS 

\JjjuS I j v-S^3j3 u2>3-J Ij u^3j <jJuo JUJI3J ^jvjoJ Lo I JuuS ^jybjjl lj <j Juo JUJI3J 

.JuJ^ 

■ JuS lJjjuiS Ij t_S^3 -( )3 ^^3^ Li JuJ^ VJ3 Ij i ^ \J 0 j 0 )3 ■ ol j 

vL^iil \j Data-> Validation <\jj£ ^ 

.JuJ^ 

. JuJlS 

V L^jI I 

Ij Custom c^jJ> Allow CjuCXjuoS .V 

. JuJlS 

v b^l 

ijl3 \j jjj J^ojS Formula jJLi .Y 

J^JLuu 0J9I D4) =IsText(D4) 

.(CjljuuI jJdj 6^3 JC»jO ji 

- jLjuUl 9 Ij OK .0 



Tv ^JJUJi JUJ^ ^JVJO V-SjSLp J 3 JL-JUJ Qj CjljuuI LiyljJjl JojuuJ V-Sljb o£ I j ^ 503 !-^ 

.^ 3 -juJ ^_ 5 \jo 1 ^ 30 j 3 3 o-^ 4 oljjcxd) <-0 

!j15 <jjI v-Sljj .J uuS 02 >LajLjujl ^jybjjl Jcl& 3 O-bjS cSljj ^30 i3jlj^ul> jl 

£ J^ycS CjljuJ I j t JlajlS Lz^iaJ I I j Ju Jl> J 3 J ^J 1 ^ l5V Lj 33 1 \j 

\j Validation ojui jb ojc*^ jI.jl^ v^I ajui jb <-S 3 juo jl Ij Paste Special 

■ -L»j3^ jLuo3 Ij OK 3 O^jS LJ b^l 



j Setting ^ jj>juu .T 



Data Validation 



Settings j Input Message Error Alert 



Validation criteria 
Allow: 



Custom 



@ Ignore blank 



Data: 



Formula: 



=ISTEXT (D4) 



53 



I I Apply these changes to all other cells with the same settings 



Clear All 



OK 



Cancel 



37 Criteria 
V\ 
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.LpJ^JLjuj ^jyljjjl Jo3j*juj c Uxq^ 3 btiil « c^Sb 

Data I j Special o juJj jU jl 3 Vt ^ ^ jLaJulS I j F5 jlJjS .1 

jLioS I j OK v^l U validation 
.ju^ v^l U Data ^Validation <\jj£ .T 
.ju^ ^J£ \j Clear All cuuj^ Data validation ,s\ o^b** ^15 ^ T 

qJuo OJuj^lu 

J3JLUJ ^Sj Ij ^jJuo jl hd> QjJuiS> Jlq^^ ^jvjo \j utSuol qjI Lxx-juj <b ,jJuo TA uJujjio 

.Ju3-juj j3bno v-Sl^JLuu Qj <jJuo { Jjjjjj gjlo 3 Juj 3^ uLuuu 
ld> L ^ ^jOloj <jJuo J3JL-AJJ 03^^ <jJuo ^-SjIjl^Su Ojj3 OuuOs jl l_L> 

. Juuuu U \j Ld> 03b 1 0 Ca a A (fol JuulS ^JVjO 



jjJuO OJLOtAJ bSL^JuU^J 

jlS^3> Oj3^5 CU <jJuO uJuj^io ^ 
jS-b <-0 <j>JuO UJlOkjJ ^ 

■ CjljuuI OJLjuU O^jjLjuULJ j^jybtjul 0^3-^-^° v^JV-iuuO jl <j>JuO GJlOKaJ ^ 




38 Wrapping 



o* 
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j IS ^jJuO U 

■ JuJl^ -^.3 [9 A1 lJ^JLajU I j jjj j^jJuO ■ ^ 



1 j & d ^ 1 id 1 a 1 a 



A1 


T fx 




A 


B 




1 


This is 
the best 
Excel 
book over 
published 




3^15 UJUuJ jU <^ljj) .Jlu3^ 


2 






.JuuS 


3 









This is the best Excel book over published 

- JuiQ^ j LjuJl9 Ij jjuul >T 

.Jl^ vb^ol lj J^U T 



(Lfc J^JLuJ ^^JjuJ^LjuU 



.jujS vL^jI \j Wrap text <vjjS ,? 

. JlU^ jLjuJlS Ij OK .V 

. juIulSJ Ij O^jLajJ L j-Io_juJ Oj I Ju I JLuuJ Ij qJuO ^tXV LcXjuJ jSI 



Oj 3 ^ <3j qJLjo UJuXu 3a) 

<w>L%jijl Ouuul OJljuJ lSJullISLajU (JjJuO OJLOtliJ U ^ Ij i SvJ Q-LjuU ■ 1 

.jl jLjoS Ij Ctrl +1 juJ5 .T 
vL=^l L> Alignment vijjj_«j .T 
(oT vC>j (jjLvjjlijj L) .juJlS Jlszd J^*-C Ij Wrap text ^■ijijjS . T 

. jLuo9 Ij OK .0 
iJN jLjuU.^ jjJuO 

. Jl^ jl j9 " Excel " cuJ5 jl -Xa; Ij £ ‘ LoJ ulSuO J^o j9 jl^J ji . ^ 

.jujio jLujl9 Ij Alt + Enter jJS .T 

■ JlK)->.Vj £jl> J^JLjU jl b jbuULd Ij jjuijl . Y* 



39 Format 

40 Cursor 
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. Jla.Q 1 ) 2 > U CH^ U bou OlSuO ^ 

." Excel " cloJS jl 

. jLjujlS Ij Delete juiS >T 

■ JU^-juJ £jl> J^JLuJ jl b Juujj lj jjiJul -T 



ld> O^Jc^jO jl jj\jS [jJjQ uAjJ5t*j 

b) j $\ s*lo uSL^J^JLuj cb <jJuo t JuJ^ ^jvjo ^jlg A1 J^JLuj I j ^jbuuo ciS ^jOloj 

<jJuo oS Juj^kp* ^jvjoJ Loouj.^3-juj ^jvjo uSVlb> jl b ^cpuj ^jvjo ^3 ( E u^jLjuj 

mJuuuuU I j jJj JLuO .^3 -juJ O^jjLjuUlS ^>j I 3 E LJ^jljuJ 9j 



E Microsoft EkccI - Chapter 2 



[gP| File Edit View Insert Format Tools Data Window Help 



A1 ▼ fx List of invoices issued to company customers for the last four 





A 


B 


c 


D 


E 


F 


G 


1 


List of inV 


3ices issued to company customers for the last four years 




2 
















3 


















Invoice 














4 


Number 


Date 


Customer Name 


Quantity 


Income 






5 


101 


□5/10/1996 


MrExcel 


15 


2, 136.75 






6 


102 


□6/10/1996 


Intel 


17 


2,270.94 






7 


103 


□7/10/1996 


Motorola 


20 


10,152.14 






8 


104 


□8/10/1996 


Pacific Bell 


50 


11,111.11 






9 


105 


□9/10/1996 


Motorola 


100 


8,717.95 






10 


107 


11/10/1996 


Amazon 


15 


29,280.00 






11 


108 


12/10/1996 


Microsoft 


30 


6,020.00 







■ OljuuI OJljuu A0I9 A1 J^JLaju JclO -9 Jul c_ju Li aS 1 j 1 _$\juuO Ju^_vju qJjcx loo . 1 

vb^l Ij A1:E1 csL^J^JLiju .T 
(Alt + E +1 +J csUjlJ^ U) Edit -> Fill -> Justify - 4 ^ v^l l> >u -T 

!^3_ju 0 __>£> Uo $jJ$j ^/oLsjj Li jLixS \j OK .Y 
Text will extend below selected range. 
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jlbcH 

<jJuO ll 62 >l^ <J JjJj V^SLq^jJq-*jJ U ClS JjukS OK ^uJS j\ Jjl 9 

CLlCU u JjJj cSLq^jJq-juJ iJ1)jjljuj£ cSljJ ,jJuO Qj OjL>l ,5j\$ ^£>3 

0jLj3^ ^jJLs 0^° JuJc> c_Slo} (jJuO ciS Juuj _\_d>l3_> 

. Ju3_juj 

OJocu ^jjuo Ljo <^Li u ± j £ cisLol 

O^LfijLjujI Ol jl 3 La-ajUU L j IS ^olSuCl) LxjuU CjljuuI ^JLc jljjl ^ 5 L/ j^jJuO O JlC^U 

.-UJ^ jjljLjO ^SlJ ^SuljuJ c LlS^' ^SuljuJ ^Suj c l9Liol U LjCXjuJ . V- 5\j0 

■ JuuuuU Ij ld> jl-ajU \Jjjd*J 0 jjljuJLU O Lc\lbl vJ>l* 




0 Microsoft Ewcel - Chapter 2 



l§P| File Edit View 


Insert 


Format Tools 


Data Window Help 






Tahoma (Hebrew) ^ 10 ^ 


^orm^ggg 




B 


i u m 


= m m | 


1 0 n 


- $ % 




A1 


& ■ 


Comma 
Comma [0] 
Currency 
Currency [0] 
Normal 
Percent 


el book ever published. 




A 


B 


) 


E 


F 


G 


H 




This is the best 
















Excel book ever 




Wrap text 












1 


published. 




















2 


















3 




















_;l_jj| j\$j <\j ^ JL-AjJ 



<JL> u±jS qsLol 



. juJlS \j Customize ojuuu j\j <_s<^ juo _>l CJS ol^juIj ldr>ljjl j\^j jl »_sCj <-S 3 ^ 

,pl 5 j\ \j Style o^CLjuj^ vL^ul L> Format 30 ^ <_SLJ 5 F, Commands 



41 Overwrite 

42 Style 

OT 
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l Format j\$i ^ 3 j F ormatting j\y>\ cu Customize <_sl o^b^o 

. JlajlS ^La-LS \j ClOSe (JjULjljuJ . JlajlS 

^uljuj Qus^> qj ^jjuo uJuj^ ov>^ qsLbl 

. -Lu^.b j LjuUl9 Ij Ctrl + 1 JuJS 3 ^jJ^JLuU \j j^JVjuuO 

OK ujuljljuj 3 ^SuJ Wrap text cujj^ bl ctf jl^ vb^ol L> Alignment 

3 jl^ ±j\$ \j Wrap text >ob Style name SJS Style 03IJ SJS L> 

j\ i JuuS ±j\$ J3JL-JUJ \j j^JVJUUO t V^SuLJUJ ^jjl JLo^cl uSljJ ■ VaO^ J LjuUl 9 Ij OK 

.jl^^ Wrap text cu ^sLhuj ^ Style 



J^JLjuJ i^$Su3j jjuSZJ 

. JlaJlS Cjl9^ A CJ^JLjuU ^3^3^ O^ 0 ^ C L>3^ <-0 

3J i^ydbS L QJuO . JUuLajUU^ uLosjL>LuJ V-SljJ I J^buJ3 v 33L> Id) J3JLVAJ 



I jlj3 J3^ J uJ 



E Microsoft Excel - Chapter 2 



ffi File Edit View Insert Form< 





A 


B 


1 


Department 1 




2 


wages 




3 


Office Exp 




4 


Car Exp 




5 


Telephone 




6 


Travel Exp. 




7 


Department 2 




S 


wages 




9 


Office Exp 




10 


Car Exp 




11 


Telephone 




12 


Travel Exp. 




13 


Department 3 




14 


wages 




15 


Office Exp 




16 


Car Exp 




17 


Telephone 




18 


Travel Exp. 




19 







. JuulS ^Julb Id) J3JLUJ lj ^jJuO . 1 
A2 ! A 6 Id) J 3 J-JUJ J buo c_s I jj . judS vl^dul I J JjLjuJ 3 OljuULaJ . T 
jib i_Sljj 9 0 uLoul>Luj JjLuj3 03 jS) 

.Jl^^ cLobl 



Formatting Jjj I .p ^ u^julpl 03IJ .Y 

3J jl jiiu ^j3jo uljuuo cp b JuJkS jb -Uj> 

jLujlS Ij Ctrl H- 1 vb^jl lj A2:A6 ^.sl& J 3 JLUJ b.ju^juujj 

Indent jJLs p 0 ^ jb 1^ Alignment 
. JuJtS CSuJK U OK . JllaS y/Q ^ JuUUO l^j 1 Qj 



43 Indentation 

44 Increase indent 



Ol 
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^JLjuU OI^JlC ^Su JO^ JudA) 



.JuuuuU jJj J^SLjuJ \j A1 d$LuJ 

. Title number: juuS ^3 A1 J^JLuj^ A 
j\jS Title cuxIS j\ jlsj \j LoJ otSuo J 3 J 0 jS j\$j 3 v L^ul Ij A1 J 3 JL-JUJ .T 

jjuul .( ^_5N*9Luol jJcLjuU 3 iSljj). jLjuJlS jb 3 ^ I J Alt H“ Enter JuJLS .T 



0 Microsoft EkceI - Chapter 2 


File Edit View Insert Format 




A 


B C 


1 


\Title 

N. Invoice 

Numbehv Number Date 


2 


1 101 


05/10/199F 


3 


2 


102 


06/10/199F 


4 


3 


103 


07/10/199F 


5 


4 


104 


08/10/199E 


6 


5 


105 


09/10/199£ 


7 


6 


107 


11/10/199E 



.Ju 3 -juj £jl> J 3 JL-JUJ jl b JuJjj Ij 

(Format cells ojui jb ^sljj) jlJjj \j Ctrl+1 .T 

.juuS jb Ij Border .0 

.JuuS boil u v^jL^r VjSj 0 ^ ? 

.jlu5 v^I L> Alignment .V 

.juj. 5 vl^jl L> Justify (Horizontal) ^^asl jJLs .p .A 
v^I L> Justify >P (Vertical) jJLi p A 

. CJ5 Ij OK . W 



.(joJtSLc jj b /*jj£ JjJuj i-Si^jtxC cu^-b CL) CO Ij ^_5sJi9l cO^>-b Cj »_sOl&) l& Oili ^°0.ilpjlp 

', . j uj uutj \j A1:C9 <_sbs> J^JLju) . juJlS i_^C 1^ Lo> J^JLuj 033 -c^o , 1 

. juC CJ5 OljujIj 3 o^jS vbs^jl <-S_j5bi b (_sJbj9 CjjjlS p (, ^ 3 !^ .T 

.juC vb^ol Ij paste special < 00 ^ jb «_S 3 juo jl .Y 
. jjjjj ouoUc t> transpose < 00 ^ .y 



E Microsoft Ewcel - 


Book2 




liQ File Edit View Insert Format lools Data Window Help 




A 


B 


C 


D 




Invoice 








1 


Number 


Customer Name 


Income 




2 


101 


MrExcel 


2, 136.75 




3 


102 


Intel 


2,270.94 




4 


103 


Motorola 


10,152.14 




5 


104 


Pacific Bell 


11,111.11 




6 


105 


Motorola 


8,717.95 




7 


107 


Amazon 


29,280.00 ; 




8 


108 


Microsoft 


6JD20.00 ! 




9 










10 










11 











45 Transpose 



00 
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0 Microsoft Excel - Book? 



M"] File Edit View Insert Format Tools Data Window Help 





A 


B 


c 


D 


E 


F 


G 


H 




1 


Invoice Number 


101 


102 


103 


104 


105 


107 


108 




2 


Customer Name 


MrExcel 


Intel 


Motorola 


Pacific Bell 


Motorola 


Amazon 


Microsoft 




3 


Income 


2, 136.75 


2,270.94 


10,152.14 


11,111.11 


0,717.95 


29,280.00 


6,020.00 




4 




















5 





















olc\JJol v-Sljj I j ld> J9J0 jB j\ V I j vS\ cbljl cu v^jJJqx) 



ijJuO £U lS^JlC (JJ3 SD 

uI^jlC t-Sl> CU I \j ^l_Lcl ^ CjljujI O^uOsJO JuuS ^ JO Ij ^JVJ l& ^ ^jOloj 

^jl3 JLjuJ L^^jLjuJ c_s\j U j2> 3 JLjujL OJljuJ ^/XjJoJu JLajJ V_jljuUL!> jJ I jS \ijuO.JLukS 

Cb LpJu 3 Ju^juUU Jj>I^ oljLJujbtJO ^IjLCl ,Jjl /XjJ^I 3>J ClS CjljujI ,J^uOuO .JUuijlj OJUuJ 
\JjuO .JuuS I J (^ 3 j^ JuJ SvO Cjuo\Lc 2 >JlC jl J-<l 9 j\^> j^jjl .JuljujIj ^jJuO 0I3JLC 

'2001 

Ju^)b jjjuO JofiS ^_5VJ L^J^JLuJ ubd, I 

vSl^JLuJ QuU ^5VJO LcXjuJ ^JVjuuO l_S L^J^JLuj Utiil L 

<Jj| CU <^.Ju 3 -juJ JjL 9 jjloJ ^JVjuuO l_Sl& 0^1^ L 

L 3 J-ftS t \j L^J3JLuj <jjI 0I3J ^jvjo cdLjuJ3 

^ U^S-> 

.juJlS >— 'Lsjol \j Edit Go To... U ^ ^ jLDji 9 1^ F5 . 1 
.jlhlS CuJS Special <s$j Go To lsI a^L** .plS .T 
.jlhlS yjbejul \j Constants oj lTu jU .plS .T 

.Jl jLiiS lj OK .Y 




ol 
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T u+>9j 

.AjjS vl^ul I j c uUojuo .1 

.jujS v^I Ij Conditional Formatting cujj^ Format ^s^uo jl .Y 

. JuJlS vl^l U Formula is ) Joj^uj ^ .Y 
=Istext(Al) \juuS .Y 

SLAS OK CS33 o^jS ^L^juI Ij i3juuJ^Ljuj ( juuS ^LJS \j Format... .0 

.JuJ^ 

.JuuS OK ^-S3 j Lp-0l .? 




(j&jqszj 3 ^QjiSlj 

v-SljJ .JuuS L**jl lj Find «ujj^ Edit ^.s^juo jl U jlDjj Ij Ctrl +F< ^JVjuuO l_SljJ 

.juuS ^L^ul Ij Replace cujjS Edit jl b Juujj lj Ctrl + H c <jjuo ^^3$^ 3 3^*iiLajiJC> 

^jyl^ljul CIjOJ^ 3^ Ij 3^1jLjuiJL> ^jjULjljuJ 3 vl^ul I J iSjJjlS ,jjJul 2> JLukp ^JVJO 

^-SIq> cUbj V-S33 ijj^Io b 3 cU-jJuIjl^Su Ij Ctrl kSjJjIS v bool i-Sljj. cLobl 

cJb> jl Ij ubjl5 />lojl jl JSLf Juujb ub^b <*S CjljujI /X£jO . JuuS ^SuJS Iq> ^jJ 

Jbxcl OJuuj vb^jul ^SlgSjjjiS cUx-Q^ cb ^jolajuIjj3 jj5> U3^>.JuJ^ £jL> vb^jl 

Ungroup c uuj^ 3 0^3^ <^Su«J^ oljujIj ^jyb^jul qSjj cubj <-S3j AS <jjI ^Ijj.juuj 

. JuJlS 

v b^ul \j Sheets 



46 Find 

47 Replace 

ov 
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U^jUO jl O^IaJuujI 

li J-jlS Jul^J ^jvjo * O^lajLjujI jl ^I_XS2 j jjb L> cu * Ouo\lc jl JLulcp ^jvjo 

■ JuujIj <jJuO j\ JSL> 

.casL Ij Telco 3 Cisco olcxK *CO ^sljj 3 C*ia-juUC> :JUo 

. o^La^juul Qj S' j\ 

jL&lcp*j Ijuu I j Rain Lol 03U jLd>lc^> I j Ran L Ron oLoJ^ R?N ^s\jj QS>LauuJS> :JUo 

. JuulS O^LqJLjuuI OjLlC j\ ^ V-SljJ 



C>Iq} c Lc xdi cScp*^LjuJL> 

Yf Jj^a9) JjcxC jjj lS3__>5Ijo jl v_svjo cUxdJ 

(juJu Uj Ij >-Sl>>l 



Sub AllSheetFind() 

Dim i As Integer, sh As Worksheet 
Dim HyFind As Range 

Application. ScreenUpdating = False 
Set sh = ActiveSheet 
Dim Message, Title, MyValue 
Message = "Enter item number" 

Title = "Search Item" 

MyValue = InputBox (Message, Title, Default) 
For i = 1 To Sheets. Count 
Sheets (i) .Select 

Set HyFind = Cells . Find (What : =MyValue) 
If Not HyFind Is Nothing Then 

Ce 1 Is . F ind ( What : =MyValue ) . Activate 
Application. ScreenUpdating = True 
Exit Sub 
End If 
Next i 

MsgBox "Item not found, search again" 
sh. Activate 

Application. ScreenUpdating = True 
End Sub 



oA 
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^jJuo 1 -SL^J^jOjS jl O^Li^ju u I 

E O^jLjuJ jb JuuuuU \j QJuO V-SL^J^jOjS 

&b\b OLajUU G O^jLjuJ jb jysb J^jO jS QSZjuJ 

■ CjljuuI OJuuJ 



j\ Juj \$J ^JVjO LcXjuJ Jjj ^JSLjuJ jb 

.CjljuuI OJuuJ 0 ^ 33 ! /)\j£ jib Ojlrp 



E Microsoft Ewcel - Chapter 2 



jP] File Edit View Insert Format lools Data Window Help 





A 


B 


C 


D 


1 E 


1 


Function 


Text 


Result 


Function Syntax 


Details 


2 


LEFT 


Excel book 


Exc 


=LEFT(B2,3) 


Returns the first character or characters in a text string. 


3 


RIGHT 


Excel book 


00 k 


=RIGHT(B3 J 3) 


Returns the last character or characters in a text string. 


4 


MID 


Excel book 


lb 


=MID(B4,5,3) 


Returns a specific number of characters from a text 
string. 


5 


LEN 


Excel book 


10 


=LEN(B5) 


Returns the number of characters in a text string. 


6 


REFT 


X 





=REPT(B6,8) 


Repeats text a given number of times. 


7 


SEARCH 


Excel book 


1 


=SEARCH("E"jB7) 


Returns the number of the character at which a specific 
character or text string is first found. 


G 


FIND 


Excel book 


2 


=FIND("X"jB8) 


Finds one text string (find_text) within another text 
string (within_text). 


9 


EXACT 


Excel book 


TRUE 


=EXACT(B8,B9) 


Compares two text strings and returns TRUE if they are 
exactly the same. 


10 


REPLACE 


Excel book 


EXXXI book 


=REPL ACE (B2, 2, 3, "XXX ") 


Replaces part of a text string, based on the number of 
characters you specify, with a different text string. 


11 


TEXT 


353534 


353,534 


=TEXT (CIO, "#,##□") 


Converts a value to text in a specific number format. 


12 


CONCATENATE 


Excel book 


Function Text 
Excel book 


=CONCATENATE(Al, " 
",B1/' ",B2) 


Joins several text strings into one text string. 


13 


TRIM 


Excel book 


Excel book 


=TRIM(B2) 


Removes all spaces from text except for single spaces 
between words. 


14 


CLEAN 


Excel book 


Excel book 


=CLEAN(B2) 


Removes all nonpr intable characters from text. 


15 













qJlO 




JjoLjuj JuuS :>bfcjl jiub c.3 « j u qJuo j\ O^LqJLjujI U I j ^JuJL> qJuo Juj I 3 J ^jvjO LcxjuJ 

■ OljujI OJuuJ iS J u ljJLSLjuU ^IJlcI 3 < Cl Ju 3 r^r! 



^ L-S L&JJlJ LaJO j O^LqJLjujI U ^jJlUO V xjSjJ 

bjQjuS \S Ld>jju Luc jl OjIqJLjujI ^jJuO \jjjjj 3 CfbjS t i-Sljj OjLuu i^SLg-Juj3j jl 

.juujIj ^jvjo Ctrl +X 3 Ctrl +V« Ctrl +C J^-juj cu 



o<\ 
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U J3-0 jS v^lzS^jul I j JuujL {jJjo \j ■ JLiuD 

jlcp 3 JuJlS vl^jl U J3JLJJ . Juj3^ jLujlS Ij Ctrl + C 3 62>j^ vb^i-il Ij c UxJ^ 

Ctrl "I" V 3 G^l^ jljS jljS L^jI j^jJuo -V‘M^I.9-^' »_^ Q i_^vj b> j.b lj Loj OlSLo t 

.Juj3^ jLajUlS Ij 



^JVjLjuJ^ cS J()j 0>9 j\ O^LajljujI U jJjJuO ^ju^jJ 

This is the ! juj^S ^[9 I j sj^sj ch^ 1 A 1 ^JsTjuj ^ 
Best Excel book ever published : jl^ ^3 Ij 3^3^ o^< A2 J3JLUJ .T 

=A1&" "&A2 :jlh^ ^[9 Ij 3 >j3j J3J0jSi A3 J3JLUJ .T 



S Microsoft EkccI - Chapter 2 



Sj File Edit View Insert Format Tools Dal 



A3 - f x = A1&" "&A2 





A 


B 


c 


D 


1 


This is the 








2 


Best Excel 


Dook ever published 




3 


This is the 


Best Excel 


book ever published 


4 










5 










6 











Obcjuiogj 

<-0 Ij O3-AJO (Shift H“ 7 < &) JlLjuJj^uoI Cjuo\Ic 

+ Cjuo\Lc ^ V-S j3-Lu Lj0j3i Ju5 ^JVJO ClSLol j^uJlSu 
l-SL^jo\Lc .Jj£ ^JVJO ci9Lbl /x& CO Ij ^IjlcI 
^jJLs* t-SLoS xSu U-bjS cisLol ^_sljj ^<j*jujlu 3S 

^-Su \Jb JLo j2>.CjljujI co 3 j jLSu 0310 <j-u ( c dL^>L 9 ) 



. Juuuuu Ij OJuuij ^jJuo -A-ulfP l3^ A 3 J3-I-JUJ j^.OljuuI OJuuj cisLiol O3-AJ0 c iJLdIs 



CONCATENATE Jc^o^s jl o^Ulljul J U <jjuo 



0 Microsoft EkccI - Chapter 2 



15 1 File Edit View Insert Format lools Data Window 



A3 - A = C 0 N CATE NATE (A1 , " " , A2) 





A 


B 


c 


D 


E 


1 


This is the 










2 


Best Excel 1 


book ever published 






3 


This is thel 


Best Excel 


nook ever published 




4 












5 













.P tjJLs v-JJao 0$jLo Qjuf-uJ 

lcx_^ cu CONCATENATE gjb b*J 

\j v _S'JjJLi3fcjO Jjilfijo JlQ^^ jJVjO ulSuol 

■ AjjkS J^JLuu 

Spacebar j\ o^Loji_^jl U Lev—co j 



48 ampersand 

49 quotation 



> 
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»col j 3 lAu 3-°I 



Spacebar jLjujlS < J^SLjuo qjI j^> >03^ -jJL *3 I ^JL^ls oUxiS 

JlQ^I^Cv CI9L0I -Xj 3 j ^JXjO ^-SJl 2 J JiJLl 9 CU ^ ^jOLoj Ij Q^ajULU^S j$\ o 




cuslj Ju^jU ^IjLCI jl O^L&jljujI Ij QuuO \*-juSjJ 

ojjjS Ijl> L « v^jLuijlcI >oL9jI O3JU ^IjlcIijlui^ v3juuJ^LaJj jjj Ij ^IjlcI: ULlo 

m^jJuo Ij ol 3 

You Still owe the sum: jlu5 ^ A1 J 3 JL 0 ^ .) 

5434:jlu 5 i,l 3 A2 J 3 JL 0 _p .Y 
for invoice #2232 from 6/15/2001 jluS ^ A3 J 3 JL 0 .p .Y 
=A1&" "&TEXT(A2,"# / ##0")&" "&A3 jluS ^l 3 A4 p .Y 



0 Microsoft Ewcel - Chapter 2 


Hit] File Edit View Insert Format Tools Data Window Help 


A4 - f* =A1&" "&TEXY(X2 "8A3 




A 


B 


C 


D 


E 


F 


G 


1 


You still owe the sum of 










2 


5434 














3 


for invoice # 2232 from 6/15/2001 








4 


You still o\J 


re the sum of 5,434 for invoice # 2232 from 6/15/2001 




5 
















6 
















7 

















“n 



www . IrPDF . com 





www . I rPDF . com 



http://amar80.blogfa.com 



k uaUc U AJlC iS.VjuJLSljuJ 

=A1&" "&TEXT(A2, "#,K")& " "&A3 : J^o > 

!Juuu J^JLuu i_Sl <aJLx> 

You still owe the sum of 5K for invoice #2232 from 6/15/20012 

■ \j aI-JlCI lSJuuISLajU Y Jj^d jjtjuJUJ £.\lbl (_sljj 



JUm. juULQ) ^JuO ^ vS JbyJLSuuJ 

=A18t" "8tTEXT(A2,"mm/dd/yyyy")8t" "A3 : J$x> > 



i _5\jo • J^JLuu jA cSl cOLoc> 

On 10/22/2000 you had a cup of coffee... 

■ JLajluJ \j aI-JlcI cS JulcLSLaI) OUXjuuS Y (jjJCAj i cS Ju-clSL-ijij i_sld> AjjjS jl {jUW t-SljJ 

0^° ^3> :> jujl 

jl O^ L & jL juj I U jjJuo jl 



S Microsoft Excel - Chapter 2 



[H^l File Edit View Insert Format Tools Data Window Help 



B2 ▼ A =LEFT(A2,3) 





A 


B 


C 


D 


E 


1 


Number 


first 3 

characters 


3 

characters 

from 

middle 


2 last 
characters 




2 


10120101 


101 ! 


| 201 


01 




3 


20130102 


201 


301 


02 




4 


30140103 


301 


401 


03 




5 













!Jl)5_ajJ 1 _5VJ0 (JJUCSJ <3_iuJ jl jA L cSjljjLuUO jA A I JlC I . JuAjjJ Ij J^LiuU 

J3I ,/oSj uLool>LuJ 0 __) LxXjuU ® 



cSASL) /xSj cLiuj — <3JJj^i ® 

_p>-l /x9j 3 A — < 3Ju > (i £uj233j ® 

LxXjul) . JlajlS |jL> CUJ 3 I jjlijO jl I ) led Ou0oua9 (_jjl OJuuJ OaIa OLajlJU kJqJSj9 jl OaLqJljuJ 0 

Insert -> Function ->Text :jloLj jjj cjjxjujS _p Ij Li J3 jo_>9 qj! 



1Y 
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'Col j 3 J-a-u^I ,jliJ3a>l 



jl d^lfijLJUjI O3JU ^jJuO jl ^ 

. o^La^juul o^> cuje^J lsI jj Text to Column jl 

. JuJlS 

V Liiijul Ij A U£jLjuJ . 1 

.jl^S v^I b Data -> text to columns .T 
.juj. 5 vl^jl b Fixed width <uijS < T jM cd>>o.p .T 

.jlu 5 C.J5 b Next .T 

to 1 l_s^j ^j^lo U o^-*— uj b oili LoouOi T jl Y cdbx^o .0 

.Jl^S ^jvjo 

. jlajlS b Next .? 

./>+£ ijb b B1 J^JLuu Destination jJLs ^ « T jl T cdb*^ .V 

. jlajlS CCS b Finish .A 




l _5vSil3jb> />b 3 />b lS^LujI-O 

l _Sv^sl3jb> />b 3 />b cSjLuj|jJ> cSl^jj ^svj L pJ3X)_^9 

.juJjU ,_svjo John Smith />U tslji A1 J^JLju 
=LEFT(A 1,FIND(" ",A1)) : jl o_^l o^Lc juS el^L^I b J 3 I /»b <C J> 

! jl OljujI OjLx: JuS gljjsu_»jjl b uS^^Isjl^ /C °lS 

=MID(A1,FIND(" ",A1)+1,LEN(A1)) 



IT 
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J^jO jS j\ O^lfiJLjuu O3JU ^ I3J L^>- />b 3 />b lSjLujIjc^ 

. ^ I 3 J L> fi\j 3 />U.Juuijlj ^JVjoLujI j\ V-S 3 l> A O 3 JLJUJ kSI^J^Luj 

■ <w>L%jul Ij 1 _$VjoLjujI CJljuULiJ 02>3-V^£jO lj A O^jLajU . 1 

v^jl U Text to column <uuj^ DATA i_s$juo jl .T 
.ju^ 5 vL=^l L> Delimited ,Tjl 1 T 

.jlu 5 v^l L> Space cuj^ , T jl T ciJb^ .p .T 
clJLS r> Finish 3 juj.5 v^I U B1 J 3 JL 0 Destination jJLs p « Y jl Y cdb*p> p .0 

.jul*5 
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File Edit View Insert Format Tools Data Window Help 




A 


B 


c 


D 


E 


F 


1 


Henry Kissinger 


Henry 


Kissinger 








2 


John Dark 


John 


Dark 








3 


Elvis Presley 


Elvis 


Presley 








4 


Bill Clinton 


Bill 


Clinton 








5 














6 
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'Col j 3 J-a-u^I ,jliJ3a>l 



T ,_Ua 



2>IjlC-I cSJuuJLSLjuj 



LoouJ *-LS JljujU ! <M) Ijli \j ^IJlCI 1_SLq> lS JuuJC j uJ jl y_^S2ji-JUJ^ bjj*. jujS ( _]_juJlSI 

Format Cells .plS ^ ^IjlcI «^julJ 5 Cj.jluS o^Ujl^jI L^jT jl jbj ^jljuUL>jJ JluI^j ^jvjo 
jl uSl 6 j$\s>lo (jjl <jiojLoJ v-Sljj l _5vjo /x-JdJu NlUTlber 3 

:juj^ o^LqjljujI jjj lsL^juj^j 

. Xa jLajulS Ij Ctrl + 1 

.julaS v^L^iajI Ij Format colls 3 v-SLaIS OljuuIj J3JLAJJ v«S3j ^ 

.juJbs jLuaS I j Alt + 0 +E s 
.a+jS U Cells qjjj^ Format 3JU0 jl ^ 

CjljuUUU JjoIS Lol -V-jujU 1 _5VJ0 IjL U lA uSJuuJ^Co jl C Q aIo J^juUL^I ^SiJuI l J 

Ij v3JUuJ^LajU 0 jjulj^ lj ^^VAjuO ^IJlcI ^j3j0 l _5J3jOsSjO V-Slfi> kSJuuJS^juU \LuO 

^JlC v^AJlaK-^ >iSljlS U^3jSh ^bjljji Oj ^JlC ^ Ij.Jlq^ l 3vjoJ <\j \J 

L- 5vj0j\bc u^3j3l (-Xj 3^ b yjjt JuS ^jvjo ^^ti^ijuuuo \j Oj3 JLiuo v-Sljj) 

v-Sjjjol j i v 3 AjuJ^LaJj cu (jJuo 3 olxxl^ u2>3jSL (3 j3j) Ij9jI ^3^ J0I3 JuuLo 

... 3 Joj^juJ JLJUU > M 

lj LxjuJ i-Sl&jLj Juul$ ibejl lj lS JuuJLSLjuJ JL0I3J ^ 5^5 J-ajuSI U 

.jujkS o^^a^o <_sjlS2j olsz 9 i asI^ Ij ^JuuJLSCj ol 3 jujLuj 

cu J-ajuSI lj 1 _$VjZ>L> /Xj\Lc 3 iljLCl lSJUuJCjuU jLaJ>LuJ 3 J 3 ^I IaXjuJ < 3 j (Jjl 

. JlQ>^ (_JvjO l jdJj3jol jIS 



50 parentheses 
10 
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I j Custom cu category jjj 3 Number .jujS jb L> Format Cells 15 

. JuJ Ju^I_9J> L> qjI I ) ^jvSL^rJ I ^Sld> iS J u uJ^Ljuj j\ Lcxjuj .JuuS 

.Jul OJuuJ L> <Jjl 3 \j Lpjl LxXjuJ qS ^JSJ I^JuuJ^LjuJ 

^SuljuJ <^Sb CU Ipjl JjJuJ b 3 I Ij ^-juJjLq-juJ ^-Sl& <3 JuuJ^LjuJ Jujkp LcXjuJ 

. Jla_a 5 O^la^juul lSJuulI^LjCu I j\ jjj jS Lo lS Id} L> t c l_juj3^j b> ^ 3 ^ I 

■ JuJuuU Ij Ld> ^SuljuJ 0 JuZiS 

■ JuJuuU i jJ-juoS I LJ^jS j Lq-ajJ c IT Ju^l9 I j In^O'JI CjuOouUl9 ^n>A(^ 



sIacI lSJul+K-Aj Cjl^t /xj\ic 

.^/Xa_juU LljuJU AxD 9> 6.^1&JLjul ^IjLCl ^JuulI^LajJ oS \j ^j\l , JluLu 

■ CjLJuULd) /Xi^ JjoLuJ ^.JLd^ ^_5\jO uLuJU J 3 JL-JUJ Ij /xSj — (^U)) 0 ouolLc 
oLuju 0.99 Oj 3 ^ cb jLujlcI 3 ^ b lj 0.987 ^jlc 0.00 ^juuJ^LjujS JUo 

OJu^b ^jjJ>b jljiibo jJ^.Jj3_juj ^juo Jul OJuuJ QJiSjS OJu^b o£ l_S^I JlcI .Jl&^ ^juo 

. OljujI ojuuj 0.99 ^jlc qj 0.987 qjI j^.^ 3 -^ ^ 3 -^ 

. Jui) J <_5 \jOJ uLuJU Ij ^JVjlSZjO ^_5V 3 Jl&J uLuUU I j ^IjlC I : 0T # CJuo\Lc 

.jiLZ) O3JU b j-£LZ) b jLuulcI /xSj 3^ b ^JuuJ^Ljuj! JLuo 

■ CjuljuJ 0 * ^.SljJ v3JuuJ^LjuJ 

_\_d) J U LjuUU ]j .5 J 3 JLUJ #.# 
JLdi^ ^JUO uLuJU Ij .50 J 3 JL-JUJ #.#0 
JLQ^^ ^JVJO uLuJU Ij 0.50 J 3 JL-JUJ 0.00 
.^jvjbjlj^ v-SjLjuj I Jj> i-Sljj - ( OT tolS) , CjuoIIc 

.^ 5 _u 0 1 _$vjo oiL oLjuju 4,543 *-0 4543 ^jl£ ■$,$■$ 0 lSjulJ^ L ui UiJUuo 

jljS iAr: (_sLpJul Ij Lol5 Loouj il_u:l lSJul+K-^ j* 

. i_5\jO dili uLuju ^ ♦ ♦ ♦ b \ * * * LolS _>j 5 > '-Sljb ^>JlC 



51 Template 

52 Pound 

53 Comma 



11 
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'Col j 3 J-a-u^I ,jliJ3a)l — — = 

oLjuuu \ ♦ ♦ I3 ^ ♦ ♦ £ ♦ ♦ ♦ JL^Iy> oLjuju jljsb CjjC^lj \j ^IjlcI #,## 0, 

(>L 

JL&kp* uLuJU U^jJLuO Oj^zu Ij ^IjlC I #,## 0„ 

jLSu 3— ajulS uLuuu v-Sljj /x-^juuloj Ouo\Lc — (^gjoJLull) / uuoMf 

,^3-juJ £3 j*juj ^JlC ^ b JLfcS 1 Ij ^Iq^Jl^IjIS — (^O^Luuj) * uuoMf 

$ *#.##0. lSjuulI^Laju jS > I ^3-*^ k^o 02>l^> oLjuju !j> 4,543 033 *^-^ 4543 ^jlc iJUlo 

CjljuuIj CjuOouJ j 2 > ^JlC 3 ^_ 5\-0 OLjuJU CjlXXjuJ $ CjuO \Lc . JUuJ U 

.^ 3 -juJ 0 ^ 1 ^ JiJuLoJ 

/XJjjlJ Cb ^IJlcI ^AjuJ^LjuJ oIjjOJ^ <=0 3 0 ^ 1 ^ j\ jS Jj>l.b I J <jJuO jSI “ "TEXT" 

,^3-juJ v.5^ ^ J uulI^LjuJ ^JlC 3 ^3-Juj lJVJO 0^1^ ^jjUuLoj J3-LajJ <jjJuo £ 
oLuju Balance 4,543 <b 4543 "Balance" #,##0 b:JLx> 

^3 jL^^ 3> J3J0 °b <jJuO Jlui^ ^13 Ij ^JlC JuLj IgjJ LxXjuU £ J3IJUJ 3^.^3-juJ ^JVJO 

■ Jljuj Jl£>I 3 > 

uT b Jujj jlSb uT jl JlS 2J ^3jS> <Sj 6ljJOd3> CU I j °^<jjuJLajuI ^Sj Cjuo\Lc "\ uuoMf 
« JlD^ ^_5VJ0 oLjuju O3JL1JO cJ L> 3^ Ij ^JlC JjIqjO v 3 JuuJ^LjuJ.^ 3 -^ 0 ^ 1 ^ oLjuju J3J— ajJ 

,^3 -juj ^jvjo juLuju JjLqjo 033 ^ 123,789,456 ^jlc ^juuJ^LaJj <jjI b #,##0.0,,\M 
^-Su cu cSjLu K 'JSjS* ^3>3 b ^ CjljujI^ JLdxl3J> \j ulSuol <jjI J^uo^I. 123. 8M 

!jL&.b ^JVJO uLuJU ^jvjbjlj^ Oj3 *£U I j ^JlC 3jJ3j V^JUuJ^LjuJ .Juuijb CCLjujIJU ,jijJLjujl 

.^3_aJj o^l^ oLuju 123,789K 0^3 123,789,456 ^jlc ^juuJ^Luj qjI b. #,##0,K 



54 Slash 

55 Asterisk 

56 Backslash 



IV 
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cJb> ^^juLoj £ j Qj ^ c lS JuuJ ^Lju j 

2>JlC 3 <jJuo 0^bDJ<^_5vjbjl^d> 

D O^jLjuJ jJ Ld) iS J u uJLSLjuJ JJ . J-d) J ^_5VJ0 OLjuJU Ij CjuOjS jl LuO jjj J^uJ 

■ CjljuuI A O^jLjuJ j J 3 * CJ-juJ I OJuuJ Ojlj OLjuJU 



E Microsoft Ewcel - Chapter 3 



File Edit View Insert Format Tools Data Window Help 





A 


B 


C 


D 




1 


Special Formats 


Number Result Format 


2 


Two decimal places 


345345.345 


345,345.35 


#,##0.00 




3 


Zero decimal places 


345345.345 


345,345 


#,##0 




4 


Round to Thousands 


345345.345 


345 


#,###, 




5 


Round T o Millions 


23424442377 


23,424 


#,###,, 




6 


Round T o Millions with hundreds and M letter 


23424442377 


23,424.4 M 


#,##0.0„ \M 




7 


Round to Thousands with hundreds 


345345.345 


345.3 


0.0, 




3 


Round to Thousands with hundreds with K letter 


345345.345 


345.3 K 


#,##0.0, \K 




9 


Number & Text 


345345.345 


Balance: 345,345 


"Balance:" #,##0 




10 


Number & Characters 


345345.345 


345,345 T 


#,##0 T 




11 












12 














cdb^jjo jlp_^r 



jlj3 Jijulojl U JJlC ^J-JuUlSl i JsJLjuU Ij JJlC LxXjuJ <Rljjl jl ,jjUU 

<Jj| guliU J^juoSI .J3-JUJ ^JVJO /Xj^JuULftJ Pj JJLC C^JuuJbLjuJ Jl&J ^JVjO 

JijuloJ CjljuJjJ l 3 JuuJbLjuJ U Ij JJlC 3 jlSu JJLC C_SJjU CLOjub I j ujjulojl 

JJlC 3 jSu£> jjjLsLOi ^jviJuO jIjlcI i CjuuuO jIjlcI: jl JuujLlC i3JuuJbLjuJ J 

OjLqJLjujI ^JVjCXjuj) ) Cjuo\Lc jl i^JuuJbLjuJ i_Sl& V-SjLujljL> V-S IjJ 

./XjuS 



(ijjlo) oA Dash U 0 jjjljJ U 3 JlC uS J uuJLSLjuJ 

#,##0 ;[RED](#,##0);-; icSjuJ^r 

1_j C-S JulaISLjuU c dL>jjO CU CtJjS'jjO (_SIoJl(5>Ij _jjj CjuIXjjUlS c LjuU cSjJuiSL^U JLiuO (jjl 

. JljJljJ i SvjO 



57 Semicolon 

58 Dash Ja>-< Jo>- 



1A 
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'Col j 3 J-a-u^I ,jliJ3a>l 



UuulO CjuOuuUlS v5JbuJ^uui/ 

#,##0 ^ Type jJLs .p 

. JujlS Ij (jjl iSL^jul Li ) JlajlS 3 jLDjl 9 Ij SpdC6bdT JuJL^ .1 

(JsAmO UjOyuUd cSJUuJLSLjuJ 

[RED].jl*j£ *^* juUUO lj .T 

^ b 3 ^ ( ^S CjuuuO CjuCXjuUl9 JuuJ^LjuJ Juu 1 A ft (juJiS jb I j ) Jujl^ C_juJ b .T 

U^U jjulj^) C--Vh^ ^>13 b*Jul 

.^3 -juJ jjj qjI uSL^jI b ) JuuS <*,jub .Y 

jSL 90 >JOlftJ0 \SJuuJSmJ 

^_5vJb> C1JL0L9 Quu b Xa ft.b jLjuulS I j Sp3C6b3T JuJS. JllaS c_jub I j ( LpJuo) Ouo\Lc .0 
.^3-juj ^^^ljujuo />3_juj uSL^jI b ^ JuJkS V^b _Xsij 3 JuuS ^L*jI 

.juuS SjJS \j ok .? 

lObcju^^J 

<Jj| ^ jJ I . JluljuU I jS qJL^)lS LcXjuJ i (OuuuO ^JlC) Ju_JLSLjuJ C_jC> CjuOouU 

OljujIj OuQuuJ pJLo IS iSj L' k J^JLjuU Pj OJljuJ ^jl3 Oujuo ^JlC ^ OljujI iSClSSjO 

uSljb I^SX-QjuO ^IacI L^J u ulK^U ^judC^J ■ ^JNJO JjS J^LuJ 

(jLuuuU J^LjuU Ij A 2 3 A1 lSI^Luj).^ JJuIj^ 

jSL*& jJ^UjO ^jUuLoJ ^JlC iS JuuJ^LjuJ /> 3- ju U jjdULifcJ 

q^ usl qJL^ls gw. Juuj u ^XJ^Sij IgJuO Cjuo\Lc L jjLz) jljLQjOi 

Ouo\Lc qS ^3-4i» ^jvjo CjlcU is Lpjuo ouo\Lc jl jl^j 

fjUuuuU I) A3 J qJLajJ ) . ^ ulSlJ )l y3 JqJLajU Jq-juUQ L^JuO 

culj 

*? 1 svjQ _j l_>9 (jjijO Juulo L^J^JLuJ _p U Oili Ul 

. jLii 9 Ij Ctrl +Shift + ~ v^L 3 >jlJS 
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A 


B 


C 


1 


3,636 






2 


(2,323) 






3 


- 






4 









59 Brackets [ ] 

60 Minus 
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l$J LiuO lS JUuJ ^LjuJ 



i km _^ X > v juJ ^IjlcI JulaJ^LjjJ 






. JlQ}^ 



0 Microsoft Excel - Chapter 3 



M*\ File Edit View Insert Format lools Data Window Help Type 





A 


B 


C 


D 


1 


Special Formats 


Number 


Result 


Format 


2 


No decimal places.Brackets.Negative 
numbers in red.O replace by dash 


-45646 


(45,646) 


#,##o ;[Red](#,##0):- ; 


3 


thousands .Brackets .Negative 
numbers in red, 0 replace by dash 


-45646 


(46) 


#, ;[Red](#,);- ; 


4 


Text with special format 


-45646 


Credit: (45,646) 


"Balance: "#,##0 ;[Red]"Credit: ll (#,##0);"Zero: 11 - ; 


5 


Percentage, brackets for negative 


-10.00% 


(10.00%) 


0.00% ;[Red](0.00%) 


6 











:>IjlcI cSjuulISLjJj <3j yjG§^c*si >oj\Lc ov>S ^Lol 

OS ^jvjOJ^Lc JuuLo . JuJlS ^IjlcI t-S J uu J ^Ljuj ^3 lj /xjUc JujI^j IxxjuJ 

. juujU Accounting b Currency 11 

t lS JUulI^LjuJ CU Jj J c> Cjuo\Lc ClSLol t-SljJ.JLdi^ ^JVJO uLuJU Ij /Xj\Lc CHAR Jc^jOjS 

.juJkS Type jJLlS qj \j ouo\Lc 

■ JLjujIj CUjJjb \j (€) Cjuo\Lc c l^ JujLuUU lS J UulI^LjuJ <^J I U LuD 

! CjljuULU ^(p>()jO Cjuo\Lc ,JJ I °IV J^juoSI UCp* 

=CHAR(128) iJuuS ^3 J^JLuj <^Sb lj ^jj Jc^jojS . ^ 
( ^3_juj <^b J^jOjS ) .JuIoj ^jvSb jl-Xibo JoiiS b Juujj \j F9 ^juu^ljuj lj F2 J uJS .T 

. JlxaS € Cjuo\Ic Jc^jOjS j\ 9J .Y 

.jlujj Ij Ctrl + 1 J3JL-AJJ .Y 

.juuuj^jj 1^ Custom 30^ v^l L> Number .0 

. jLioS Ij Ctrl +V juiS Type jJLs ^ .? 

■ J la_q> 2> CLol^l JfcO OjLc v-_jub b lj JuuJ^Ljuj .V 

.JbUjj lj jjuul .A 

€#,##0 



61 J* 
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'Col j 3 J-a-u^I ,jliJ3a>l 



cuSb 

. JuulS ^(3 ^\bi^l CjuO<-juUl 9 £0 Ij 3 j3 J. 

. Juj^S < qJuo £ T Jm£t9 JuuIqj ^ 5^0 



2>IjlcI U /xj\1x c Lcx-Q} <jhjuLoJ 

b TT jl l_S^35^ Oj 3^ <=b Ij ^IjlcI jl t-Sj^uu t ^IjlcI 3 <J33jj>i /xj\Lc cIjoj^ uJj^ uSljj 

CHAR Jc^jojS B 1 J3JL-AJJ j^.jljuuU A 1 jl ^IjlcI Pq >juj juj^ ^13 A 03-A-juj 3^ TO 4 
■Jujl^ A O3-A-JUJ J3-b 3 B O3-A-JUJ 3^ Ij J 3 j o - >9 qjI.JuJ^ A 1 J3JLUJ <-0 b Ij 

,j*>L> ^3 v ^ - > Ju b jJJjLjujI jJ - JlC lSJlJuJ^LjuU 

.$j\$ ^3C>3 Joj^uJ V-jljuUL> jJ ^IJlcI I^JuuJ^LjuJ cSljJ olj 3 ^ 

]ojuuJ b 2 > JlC v_S I 3 J ^_ 5 CjuJ 3 Lfi_juJ t^JuuJLSLjuU < n — 1 

cSJuuJ^LjuJ ^ ==i 

Joj*juJ l 3 JlC lS.J jJ ^5V_juJ j L q-juJ bS J u u J^LjuJ jl O^LqjLju 

jjo >9 Oj 3 ^u ^jvQjuo ^JlC ,jijyloJ Qj ^3_Jc^o IgJu ^JlC LSjjuol v-SLij <^ljj Lcxjuj uSloi cbyj^ 

^bj).JUj3l ol(p*J.b ^ 3 ^JvSbj >b U CjulajO ^I_LcI JUJI3J bxjuJ ■ CJljuULU 

.(juJ^LuJUO UJUuJ OJul(^> kS\ jJ uLijjLju^ 3 CjljujI b A l& V-Suj -Jy3^uJU ubfcjj 3 > 

. JlClS ^3)3 JsJLjuJ lS J uulLSLajJ 3^ 3 0^1^ 3 1^3 O1SI3J I3 ^b^ /)b \Jj\ ^-SljJ 

[BLUE]#,##0 ;[RED](#,##0) :JLl* 

^jyl Qj 0 ^JlC t jjOjS ^bj Pj ^1 JlcI. Ju3-juj ^jvjO OJlO ^jyl <*-Sbj Qj CjuuuO ^I-JlcI 

t^JuuJLSLjuJ 0 jjjUU fij\ d^^Su 1 9 !j > 03 -juJ Cju0ouUl 9 i-S JC_Jlx_Cj u^>). Juuu 3 ul£>I^> OJui 

( . ».„> 1 SVJp Ij Ouju 0 iljtd 
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!v5juaJ^u^ J ojmj vij jS ^dLol 

[BLUE][>5000]#,##0 ;[RED](#,##0);#,##0 
^jvAjuo JuL&ljp* L^yl JuuLjuulq^ 5000 jl jjSjjj ^ ^IjlcI ^oL^LiuuO^J 

. _llq} \qs> i^^n^Ljujuo 4999 U 0 jl Ouuuo ^IjlcI 3 j-o>9 

! jl JuJjLlC Ajjjlj jlSu JujI^j 1 _S'jI^Sjj />li 

[BLACK], [CYAN], [MAGENTA], [WHITE], [GREEN], [YELLOW] 



<-S JUblSLjuJ 

b Ijuul ijJuO b 3 JlC. Ij ]ojuuj c Ljuj b JujI^j l^JuuJLSLcu c bb-JuJ3 

JlaJ> b ^Sb . ^ 3 _Cu Jlcxd L^jI V-S JuuJLSLjuU (JjULiljuJ Ju Q-)Jj ^ \J 0 6 L_S 1 p io J. JL 1 J ^jjI 

vb^ul I j Conditional Formatting cujjZ Format jl.juiS vL^ol U 

jljLfijO ^jjuLjujI jJ OS OLjuJU Ij L& Joj*juJ jl O 3 L&JUO pQ J c LjuJ ^JSLjuO ^_ 5 \jO 

. JulaS JjcxC Lcxjuu (^jyL^ijul l_sLq} J^JLuu 
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'Col j 3 J-a-u^I ,jliJ3a>l 



OJlCj ^ JjlcI ^JuuiSixo 
^jvjo c Li3i> Ij oLujuubfcjo J-juo^I 

i JbuO OI^jlC CL) mJuS OJ oLljujL^uO \j 2 >_X_C lSJuulI^LajJ J-juUO 1 

C_Sj L ajULC I f&J 1«Sj$Lj^ J^JLajU jLjuJLcI f&J ^ 4 juUOuO jl jjjUU C(S CjljuuI lS^JlC kS\j\± 

Ju^)L> ^JlC cixxjfc 3 O^j ^IjlcI jl Jii^juuuo ^JlT: 3^ &*>^> J-^b> .V>Iju 

,^3-juJ ^jvjo 0^1^ oLjuju 

OljujI ^jSjxq JuljujU O3LQJL0 OJuuij 0^1 3 ^jjuuLoj 2>l_X_cl L J3JLUJ ^3^>3J0 2>l_X_cl ^JVjLoj 

,^ 3 -juJ 0 Jj^> oLljujL^jO CtS 

J 3 JLUJ P q jOC^jO ■ Ju I OJuuJ ^>jS* L^I i-S t q a, lo 2 >l_X_cl t B3 ! B / L^J^JLauU j^> l U UjD 

■ JljuJ \ ? JuL ClSJb . C jljuULaJ OJuuJ 0^1^ uLuJU ^I-JlcI £<)J0S%J0 Jjljj B8 

c L> 3 J C^Suj) b CjljujI OJuuJ 0 ^ 33 ! \ ♦ jJo-juJ 3 ^ <jJuO A jJo-ajJ J 3 j 0 jS SMSj ajJ 

■ CjljujI CjljuJJU \j L _5yl3J> ^303^35 C \S> o£ JuaS 





A 


B 


C 




1 










2 










3 


1 11 


1 


1 




4 


222 


2 


2 




5 


3.33 


3 


3 




6 


4.44 


4 


4 




7 


5.55 


6 


6 




8 


16.65 


17 


16 




9 










10 


=SUM(A3:A7) 


=RQUND(A3.0) 


=SUM(ROUND(A3:A7.Q)) 




11 











(CjljuUUU cL,) l_SJul ^js> olj 

.jl jS v^I L> Tools -> Options «ujj^ 
.jlhlS v^jl b Precision as displayed «ujjS v^jl U Calculation <Sjj ^ 
j^Jqj iljLcl.Juuj JuLd)l^> gJaS Id) J^JLuj :>jpr«)jo v^LjulcI jl Jlsjj ^IpjaxjLuS /jloJI'ljayJLi 

JlQ>I^> iljLCl tjjl JjoIS £J)jOC%jO /Xj 5 > ^^jOJoO 3 Jj3_«jJ 1 _S\jO Oib uLuuu JjoIS 
,/yjJbS ^^Oljuo^jj Ij JjOlE tjjl C& ijljj ^><Pr3 (_s^U ISjuIaj® 
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^°t_sl °uljT J3 jo^9 i bSUoail olj 

t J^jo jBi V .Jujjj OJuuj u gjcx> Ij v-Sl QjfJ Jjjo jB ^Sj 

.JuJu^o \j iS\ culjl v-Sldi J^jo jS 

jLuoS 1^ Ctrl +A ,jjugLJuj. =ROUND juJiS <^jub « (jluu^ I j \lb J^LaJj) C 8 J^JLjuj A 
±j\$ \j C3:C7 < Number jJLs ^ ROUND J^o jB ojui jb .plS 

Ij ^jlc oljujI qjI j^jLu 0 Jujt5 i*-jub Num digits jJLlS .juj^ 

lj OK.JuS ^jvjo ^ 

jji-ilj*! ^b JuJ^ ^jub V-S 3 LJUUU 0 j\ J&j I j SUM OjLjlC J^jOjS cu .T 

Ctrl + Shift +Enter ksI&jJS .jujS L> j+> ^sl^ul ^ 3 

.^3_juj JjJuJ kS\ ctjljl 'JqjzjS cu J3 jo> 9 b Juj 5 ^ jLujlS b lj 



.Jujjj 1^ Ctrl + Shift +Enter ojj+juj 3 Jujjj 1^ F2 I \j #value v-slla^ J 3 J 0 jB £\ 

fi^SLO <jjI cb J 3 X ) jB jLSu Jujkp ^jOLuo §jcx> jj3> \j t-Sl Qj]j\ *J$AjB <jjI 

U I qjI <ls*uJj 3 AjjIjJ ROUND 1 J 3 JO j9 jJjJul^ C)$j5 ijl 3 cb i_Sjl«J ^ 0 _*juI 

.Jjl il jLCl uSJutUSLuJ c tS Ouuul (_5vjt9i _jJ , f) 1 lo 1 n p ^ JQJCX) CLS V <^> S i svjO 
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'Col j 3 J-a-u^I ,jliJ3a>l 



f J^s 

uLoj 3 (jjjb 



Ju£ ^_5 vjo ^ 35^ lj uloj 3 (Sjjb J-juo^I 

b ) j\ £ujb ^IjlcI O^Jojo .±jj£ (_svjo jlSb ^IjlcI J^Ljuj °o \j ^ V uloj 3 ^£u_jb ,J_AjaSI 
iJSjslo Y^OAYfO ^jlc 3 cocplj; /xSu £ujb v_9j^x> \ ^Jlc ^ JuujL Y^QAYf 0 

■ JuujLj ^JVJO jjuoLuJ^ /xSlJ 3 £\jjb 

^Lq^jlJ^ jjjulvjuu .Jujjj Ij Ctrl + Enter 3 ^13 J3JLUJ <Sj \j i_s^ jlc 

lA'Sj b .jl^^ jLujlS ojuuj ^3 ^jlc L jJbLuuo cmjIj u-Lp csljj Ij Ctrl + Shift + # 

3 gjcx> ^_sO L ljuj L>jo 3 jLl9j l _ 5 J 3 jcx$ 2 jo 2 >IjlcI 0 I 3 J 1 X <\j ld> £ujb b Jujkp ^jvjo Lxx_juj 

ClS Jul^jS ^JVJO jJ LxX_juJ CU Ij V-S^JlC £Ujb 3 ^ \LuO .Juj3^ />L*lil Lpjl CS 33 Ij 

.JuujL ^jvjo /xj3* j\ £ujb 3^ cdL^lS j^Luiju 
uLu c Lub Cb ^ CjljujI j$j jl 1 _Sj*juO^ j5uLj 3 ^3-JuJ 1 b ♦ j\ uloj O-^JCfcjO 

:\bjo .^3-juJ {j^o 

0.589618=14:09:03 3 < 0.5= 0=^ljJj <Jl^u 

:qS ^ ^_S\jO />b%jl Oj 3^> ^1 CU _p>-| CLa-ajjL^jO 

=(14*3600+9*60+3)/(24*3600) 



J3JLUJ cu ld> Oib ^3^3 

CU JuLjuub OJuuu Ijl> _/xq} jl 3 dJuuu I 3 ■ / ) Ouo\Lc c bL_»jJ3 ^ lj lS^IjlcI 

1 cu) Id J ^Ujb 0I3JLC 
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7/25/2006 ! jujuu \jo I j J-juulSI ^u^b is j u uJ^L j uj 033 ^ i-sIjj 



.JuuS 0^Ls2JLjujI ( / ) V-S l> Cb ( . ) 1 A CI-LlqJ Cjuo\Lc jl Jul£>3 ^JVjO 



1-SljJ \j yj/DjB oLouJqjU \ k f^ly> ^_5 VJO 3 Vt * A Al ^ Ch*l j I LcXjuU ^1 




\j J^ljJO Jlxli>3 £lJjb iS Ju u J ^ LjuJ 

jL b start, Windows iu^o ^3 .jl^S Jlj3 
Regional Control panel j\ $ 

.ju^ v^l b and language option 
Date jJLs ^3 03jS jb b Date kSjjjuuj 
jjlaSZJ (.)ouo\Lc cu \j (/) ouo\Lc separator 

_;Li»s \j OK 3 oib 



J^JLuu cu ld> Oi i uLuul ^3^3 

OljuuIj OuCXjuJ CjlXXjuoS JUjjJ jlSb ^Ujb t-SjLuJ ljL> V-Sljj Ij /X-yjuULaJ Ouo\Lc JuJ^ 

OljuJj3 Ld> 03 1 3 33 j 3 ^-b u J^Ljuij Jl^jujU ^jJjoJojo Juj I 3 J jlS qj! b (A 3 JlC i«S\Jb 

■ CjljujI 



S' 33 -juJ ^jvjo vSJuuJ^Ljuj 3JiC 0 I 3 JLC CU Lxxjuj uS33j 3 £Ujb LI “ Oj£j 

jju&j £ujb i3ajuJ^Ljuj qj b jLaJulS b Ctrl + Shift +# 

.JulS 
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'Col j 3 J-a-u^I ,jliJ 3 a>l 



^_$Us 9 gujb 3 uloj ^3 j3 lSI^j ^Iq^Lo 

.Juj 3 ^ jLuoS Ij Ctrl + ^ J^JLjuj 3 ^ ^_ 5 vJLs ^3 £ujb cSljj 

. jLjujl 9 I 3 Ctrl "I - Shift “I - r lJ^JLjuu j ^ oLoj i»sbj 



3JLuj ^u^b gjj_*jj vub 

v _sOLsj9 j$j l^jjb b \j jX.JJS QJ*-ajlL> \j LoouU Jul^j ,_S\jO Id) J^JLjU (Sj;b il-X&j l^jjb 

■ JuJlS jJjyS jjj J ^Oj3 j CoLfiji—ujI b 3 

=DATE(YEAR(T0DAY()),M0NTH(T0DAY()),A1) 



_)l5b £ujb »_Sl_>j \j jjj <J^joj9 3 JujS ljc> O 3 JU \j Qjjb JS c Ciul b 



=DATEVALUE(LEFT(A1,2)&7"&MID(A1,3,2)&7"RIGHT(A1,4)) 




jjjuy .i JlC ^jiuyLoJ _ uloj 3 £ujb 



j* b L^JjjjOjS Jul^j l _ 5 vjo >uLjo oJ Ouul^joj 5 >.J^^ jLjuoS Ij Ctrl + ™ v-Slo^JuiS 

. JlQ}^ uLuUU Iq} J^JLuU 

.JluIv^jj J 3 I cJb> Qj \j o£jJ b Juj 3 > 2 > j Ljujl 9 djl^p I j Ctrl + ^ cSI&JlJS 
.jl jLuoS I j Ctrl + Shift + ™ t uL^^JoLlIo 2 >jlc <\j uloj b qjj\j ujul^j^jb usljj 

( . GjljuJ I lfc _5YJ0s. I ^ jjuSZJ I i 1+jjj b ^_jl9 I jjO ) 
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Window 




A 


B 




1 


37712 






2 








3 


0.204361111111111 






4 








5 
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UuJjJ CU Ij £Ujb Jujkp Jjj b 

JLuj 3 olo tj3j v-jljuul> jj 3 ^_sJ3jj b 

. JuuS I3 

Ij Ctrl +) 3 JuJkS vb^jl I j A 1 J3JL-JUJ A 

j LjuUl 9 

J3JL-JUJ OljujIj CjuOouJ \j Fill '' C ' c u_mji .T 

Juc> °o 3 <U 9 ^ A 1 QuU L Cju 0 s_ajo 9 
\j ^jyl^ijul c ts>b ■ Jl^jujlSu ^jvJuub J3JL1JJ 

J^juoSI .JUulSu V btiil oJb> jl 

^jvjo I Lxx_ajj t-SljJ Ij £ujb jl t-Sjjuj 

.JuS 

Ss^b o^b ^>3 jo <^>3^ CjJLuo .T 
\j Fill Months 30^ jb lj ^jyl^jul 

. JuutS Utiil 



SGriGS t_sl O^b^jo b Idi £)jjb jl lS^huj <^Su 




Ij Ctrl + ) 3 jlul$ vL^jul lj A1 J 3 JL-JUJ 

. Jo_d)3 jLjuJlS 

.juJl^ vb^ul \j A1:A10 kS\jJ$Luj .Y 
vb^ol I j Fill cujj^ Edit v33juo jl .Y 
. JuJl^ V LsjjI Ij Series 
3 Date cujjS Series «_sl .plS ^ .T 

. jjjS 

V btiil [, Time 
■ Ij OK .0 
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File Edit View Insert Format Tools Data 



10 



11 



12 



13 



14 



15 



16 



17 



IS 



19 



20 



21 



22 





A 


B 


C 


D 


1 


□ 1/01/2003! 








2 










3 










4 










5 











Copy Cells 
Fill Series 

Fill Formatting Only 
Fill Without Formatting 



Fill Days 
Fill Weekdays 
Fill Months 
Fill Years 



Linear Trend 
Growth Trend 
Series,.. 



>*jLo i_S 3 Juo L Idi £jjjb jl <-S>juu ^3^3 

. juj5^2> j Ljuul9 I j Ctrl + 1 3 wL^ujI I3 A i. . \ 
+ ^JSLjuU <-0 <jjJ 31 jO vL^I U Fill >T 

.JuS ^_5 ^jO jju&J 

. juJlS CJS c^ulj T 
Ij ,jjj3Lo 3 l_S^3jxC Oj(^ cu .T 

mJuuS 

Ij ubjlu ^j3x> ^3j OJuuj jb jjJ L uo t_S3Juo jl .0 

. JuutS L%jj| 



uLoj <-Sld> ^3^3 

qJL^ls U ^Loj kS^-uj ^>3^3 

.jL^i jLix9 L, Ctrl + shift + ; 3 ajuS v^>l L> A 1 J^Luu .) 

.juj & vl^ejul \j AliAlO J^JLuj .Y 
.ijjS v^I L> Fill ->Series <^jjS Edit ^s^juo jl .Y 
jujS ±j\$ Step value 3 vL*ril U Liner Type jjj .p Series p 15 p .Y 

0.000694: 

.jlu^ dLAS \j OK .0 



CjlcLuu ^-SL» L ^soloj kSj-uj ^3o3 

.jL^i jLii9 \j Ctrl + shift + ; 3 juuS v L^I Ij A 1 J3JLUU 3 

■jud 1 5LJ5 Fill ^juuu^ i_S3j ,Y 
.JujjS Libj \j (3^03^0 jJS 1 O J u-jujlS j I (jjuy . Y 



V 4 
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cSlo> 

Lq-juJ 

jUai \j Ctrl + shift + ; 3 jujS vl^ul l> A1 J^JLju .) 
3 jli \j Number jLi»s f, Ctrl + lso^ v^l L> A1 J3JL0 .T 

. jjjlS v^I U Custom cuuj^ 
.±juS L> Type jJLs .T 

jj .JluS C*Si ^ 3 _*ju v_svjo j^llb Type jJLs lS\JIj ciS »_sl cU^joJ cb ( »-Sl O^btjo 
■ -Xj-iS ^(3 -tJL«3 Ij _Jbj ij3^ cSJullISLaju 1 £ujb uS JuL^iSi—Cu y}j\Lc J3-t^ Guuu^S (_^juL_uuI 





JcjA^r 



.juujL 1 ♦ jl jjuosS 0L0 OjLoouj 0 O3JU 0L0 OjLoouj . 0L0 m 

.juujU ) ♦ j\ jjuoS 0L0 0jLcx_juj jSI 0 b 0L0 ojLoouj . olo mm 

.A3_*jj ^jvjo oaIa jjjuu L oJ 0L0 csIjuuI ^- 9 >> c Lajj . 0L0 mmm 

. 33-CO ^3^° 63 1 3 j^juLoj 0L0 JjoIS />b . olo mmmm 

. JuujU ) ♦ jl ^>juo^ J3 j ^51 0 O3JU J3j OjIoouj. J3j d 

■ jljujU 1 ♦ j\ jjjzS j$j j$\ 0 b J3j ojLoouj . J3j dd 

. 33-co ^0° 63I3 ^juuu Loj ThUt Thursday iJbuo. 33-^0 ^3^° 63I3 ^jjuu Loj ojLxxjuj qJuo J3I C ^-* JL, ■ jsj ddd 

.33_*jj ^jvjo 03I3 < j^juLoJ J3j />b Jjo 15 ijJjq . J3j dddd 

.33^jj ^jvjo ojua HV Jijuu <3 j ) HHVi JLuo.33_juj l _svjo 03I3 <jLajuIoJ JLuj /> 3 j 33 . JLjj yy or y 

. ^3_juj ^^sjo 03 1 3 jjuuubx; ^JjoIS JLjuj Ojbxjuj . lJLjuj yyy or yyyy 
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A B 


C 


D 


E 


F 


G 


H 


I 


1 


Date Format - Samples 
















2 


















3 


Name 


Date of Birth 


Month 


Format 


Day 


Format 


Year 


Format 


4 


John 


11/05/1971 


11 


M 


5 


D 


71 


YY 


5 


Mark 


01/01/1950 


1 


M 


1 


D 


50 


YY 




6 


Nancy 


08/25/1965 


08 


MM 


25 


DD 


1965 


YYYY 




7 


Craig 


09/18/1945 


September 


MMM 


18 


DD 


1945 


YYYY 




0 


Brian 


03/15/1954 


March 


MMMM 


Monday 


DDDD 


1954 


YYYY 




9 


Patrick 


03/20/1990 


March 


MMMM 


Tuesday 


DDDD 


1990 


YYYY 




10 


Lee 


01/17/1962 


January 


MMMM 


Wednesday 


DDDD 


1962 


YYYY 




11 
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'Col j 3 J-a-u^I ,jliJ3a>l 



oL_mub%jo 3 ld> — £ujb 

.pK jU Ij Function cu,j^ v L*dI b Insert <£yjb Cb vb^ul i-sI>j 

. jjjlS v b^ol lj Date & Time «uj.A Paste Function 



culj 

Add-ins ojI.o._»J Analysis Toolpak <^^>0 v 'Add-ins <^v 

Add-ins ^1 <^cu .o_«juI £ujb b i-slpJ^jo^s <_S 3 l> 

Analysis oj^jj jb ^15 ^ 0 ^ v^l Tools is^juo j\ b Add-ins 

. jLjoS b OK 3 v^l b Toolpak 




0 Microsoft Ewcel - Bookl 



I^Q File Edit View Insert Format lools Data Window Help 





A 


B | C | D | E 


1 


Function Date Result Syntax Details 


2 


TODAY 




1/4/2003 


=TODAYQ 


Returns the current date. 


3 


NOW 




1/4/2003 7:51 


=NOWQ 


Returns the current date &time. 


4 


DAY 


1/23/2001 


23 


=DAY(B4) 


Returns the day of a date (from 1 to 31). 


5 


MONTH 


1/23/2001 


1 


=MONTH(B5) 


Returns the month of a date (from 1 to 12). 


6 


YEAR 


1/23/2001 


2001 


=YEAR(B6) 


Returns the year of a date. 


7 


DATE 




1/23/2001 


=DATE(C6,C5,C4) 


Returns the date for a particular year, month, day. 


8 


DATE VALUE 


1/27/2001 


1/27/2001 


=DATEVALUE(B8) 


Returns the date represented by text. 


9 


EDATE 


1/15/2003 


4/15/2003 


=EDATE(B9 ,3) 


Returns the date that is the indicated number of 
months before or after a specified date 


10 


EOMONTH 


1/15/2003 


4/30/2003 


=EOMONTH(B10,3) 


Returns the serial number for the last day of the 
month that is the indicated number of months before 
or after start_date. 


11 


DAYS360 


1/15/2003 


105 


=DAYS360(B1 1 ,010) 


Returns the number of days between two dates 
based on a 360-day year 


12 


NETWORKDAYS 


2/28/2003 


33 


=NETWQRKDAYS(B1 1 ,B12) 


Returns the number of whole working days between 
start_date and end_date. Working days exclude 
weekends and any dates identified in holidays. 


13 


WEEKDAY 


2/2/2003 


1 


=WEEKDAY(B13) 


Returns the day of the week corresponding to a date. 
The day is given as an integer, ranging from 1 
(Sunday) to 7 (Saturday), by default. 


14 


Y EAR F RAC 


6/17/2003 


0.422222 


=YEARFRAC(B14,B1 1) 


Calculates the fraction of the year represented by the 
number of whole days between two dates 



Ift £jJjb C^\Ll>I CL^Jujl^tO 



cu cLljujL^iX) jlSu £ujb 3^ Ch^ 03 Uj cijLJujb^jo cSljj I j DATE DIF J3J0 )B 

CJlXXjuUl 9 3^ J3 jOjS .Juuj JLdil3> uLuuu LpJLuu 3 Igj^lo L^J3 j 

,^3 -juJ ->j I3 cS >vjk - juJ -^ Oj 3 ^o cu JuL 3 c-^^juu ^ 3x> Paste Function 



,jj| o^_>S Jlsd.Aj^juj l _svx> <isL^I (JjuoSI <^j oT j\ asu Ij Jj-aSI i » .*o > />L5 jl&> ajuLjujl& ,_yjlfi> l&Add-ins ^ 

t _SVX) (JjuuSI 0I5J 3 OjJlS Jml^l I^jlCL Lfi> Qjob_>J 
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A 


B 


C 


D 


E 


F 


1 


DATEDIF 


Start Date 


End Date 


Diffrence 


Syntax Function 




2 


Days 


03/10/1995 


12/31/1998 


1392 


=DATEDIF(C4 1 D4 1 ll d") 




3 


Months 


03/10/1995 


12/31/1998 


45 


=DATEDIF(C5 1 D5 1 ll m M ) 




4 


Years 


03/10/1995 


12/31/1 998 


3 


=DATEDIF(C6,D6 1 ll y 11 ) 




5 














6 


Number of Months above Years 


03/10/1995 


12/31/1998 


9 


= DATE D 1 F (El3 , C8 , 11 y m ") 




7 


Number of Days above Years 


03/10/1995 


12/31/1998 


296 


= DATE D 1 F f B9 , C9 , 11 y d ") 




3 













ld> cuAdi 2 >IjlS 2 j cL^j^ub^o 

Add - ins gjb <jj! *^3j <bLQ_& ^l_xs*j clljujI^jo ^s\jj WEEKNUM gjb 

. OljuULQ^ Analysis Toolpak 

Lfc JuZi9 ^IjlszJ c L f LJujbtjo 
I j ^jJlo uSbs> cuofr 3 L _5vjOJ3iij uSlfi> cuocft c U35c> Jlq}^ £j*juj <jjI 

. Ju3-juJ p Q L| V-S\J3^> ^IjljujL^jO 

.JuJujJ Jjj JijuJ I J J3JO j 3 ^juSjJ 6 ^U JLuJ /XJ 3 -&J V-S \jJ Ju^l 9 ^Sj QjljuJ L^jO i-SljJ 

■ OljujI OJuuJ 0 ^ 1 ^ OLjuUU B 15 J 3 JL-WJ Juujb ^JVJO B 2 J 3 JLJJ uSljj J 3 J 0 jS 
B 2 J 3 JLUJ d 3 J 0 >^ ^> 3-^0 {S'-Q P, 3 _>juj jl i^sdbo JLjuj uSljj < -Ijljuu L^jo v«sIjj 

B 17 J 3 JLUJ Ij 

J3JLUJ d3 J 0>^ ^3-juj ^_$vjo pQ j^O uS\J3^ jl JLuj uSljj Jm£t 9 ^b-juu L >jo uSljj 

. Juto-juu B 19 J 3 JL 0 J \j D 2 

Ju^l 9 j^LuUU ^ JuS ^JVJO QjSXL>£) ^JlC Cb Ij OJuol CjljuJ-Xj gubiJ INT J 3 j 0 jS 

.Juujb 
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[§P] File Edit View Insert Format lools Data Window Help 





A 


B 


c 


D 




F 


1 


Date 


Calculate 

Quarter 

Number 


Calculate Quarter 
number- Fiscal 
year starting 
October 


Calculate 
Quarter number- 
Fiscal year 
starting July 






2 


01/01/2001 


1 


2 


3 


3 


02/01/2001 


1 


2 


3 






4 


03/01/2001 


1 


2 


3 






5 


04/01/2001 


2 


3 


4 






6 


05/01/2001 


2 


3 


4 






7 


06/01/2001 


2 


3 


4 






8 


07/01/2001 


3 


4 


1 






9 


08/01/2001 


3 


4 


1 






10 


09/01/2001 


3 


4 


1 






11 


10/01/2001 


4 


1 


2 






12 


1 1/01/2001 


4 


1 


2 






13 


12/01/2001 


4 


1 


2 






14 














15 


Formula Syntax Column B 


=INT((MONTH(A2)-1 )/3)+1 








16 












17 


Formula Syntax Column C 


=INT(IF(MONTH(A2)>=1 0,(MONTH(A2)-1 )/3-2,(MONTH(A2)-1 )/3+2)) 




18 










19 


Formula Syntax Column D 


=INT(IF(MQNTH(A2)>=7,(MONTH(A2)-1 )/3-1 ,(MQNTH(A2)-1 )/3+3)) 




20 









VBA «^Su O^Loouj c tjLJujb%jo 1 _5J3 jo^>3 

Paste Function .pb 3 ^ ^bul \j ol^iJ^ t _s^b ol^o 1 _ S vC h Cj usI^j 

. JuJiS CLS^IjjO < V Jj ^9 Cb JubtiS 

■jujuu i svjo Ij DataPart 

Function QuarterNum(Enter_Date) 

QuarterNum=DatePart("q" Enter_Date) 

End Function 



uloj ^souj^Lfi-juj 

OlCLjuJ TT j I jJ-juJuJ Oloj jJ^LqjO 



.CjljujI 1 3 ♦ <j-u Juuj 02 >l^ £j*juj t-Sljuul 3^ ^ jS-b ulxx-Q} oLoj t-SljJ JlC jljLQjO 

.juujL ^_5 vjo hh:mm:ss JSLjuj <-0 JjoL^ o^cLjuj YY csIjj oLoj t-S juu J ^Ljuj 
.^5-juj ^_5vjo j^juLoj 14:56:00 3 cij^cLuj IT oLoj : Jluo 
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Jl 3>3 
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:qIijuuuo 

CjlCLajJ YY j\ J^JLuJ uloj JlQ^3 ^JVjOsJ I j OtSuol Qjl uloj ^jjULU lSJuulI^LvjJ 
. ^jvjo j^juLxxJ 04:56:00 \j jIjlqjo J^ua^l 28:56:00 juj^ <^jub jSI \biuo .juIoJ 

d L> 

Oj^Z) I Qj iS J uulI^LjuJ . JUjI_xSLj CjlSIjJ CjlCLajJ ^-9 IjJol 3 V* Ij J^JLjuU lS JlA/lI^LvjJ 

28:56:00: cu*luu 3 [hh]:rnrn:ss:^ 3 J jLd>l 3 > 




■ Juujb 10 jl jJdbS Cj^cLjJ ^1 0 O 3 -V Cx_cLuJ ^JlC ■ CjlCLjuJ 
■ Juujlj 10 j\ jjJqS CjlCLjuU 0 U Cj-CLjuU ^ JlC . Cj^cLjuJ 
■ JuujIj 10 j\ jJjyS OlcLjuj ^1 0 O 3 -V ^ JlC ■ cLclxS.^ 

■ Juujb 10 jl jjJqS CjlCLjuJ >._? i 0 U ^LsLaS.^ ^JlC ■ 

.Juujb 10 j\ jlXiS CjlcLuj I 0 O 3 AJ CLub ^JlC . CLub' 
.Juuub 10 j\ jjj&S CjlcLuj I 0 b c Lub' ^JlC . c Lub‘ 
. \k'k KikCb CjlCLajJ YY j\ ^_ 5 VJ Id) Cj-CLajJ (JjUuIjOJ CjlCLjuJ W_9ljJo! CjlSIjJ 



h 

hh 

m 

mm 

s 

ss 

[] 



oLljujI^o 3 Id) J^jo jB — uLoj 
Paste Function j±\£ ^ Date & Time ^ 0 oloj oL^b^o <=0 o isb J^o j3 



E2 Microsoft Excel - Chapter 4 



HHj File Edit View Insert Format Tools Data Window Help 





A 


B 


C 


D 


E 


1 


Function 


Time 


Result 


Syntax 


Details 


2 


NOW 




04/02/2003 11:17 


=N0WQ 


Returns the serial number of the current date and time. 


3 


TODAY 




12/01/2003 


=T0DAY 


Returnes the serial number of the current date. 


4 


HOUR 


23:50 


23 


=H0UR(B3) 


Returns the hour of a time value. 


5 


MINUTE 

SECOND 

TIME 

TIMEVALUE 


13:52 


52 


=MINUTE(B4) 


Returns the minutes of a time value. 


6 


10:30:38 


38 


=SECQND(B5) 


Returns the seconds of a time value. 


7 


02:50 


11:52 PM 


=TIME(C3,C4,C5) 


Returns the decimal number for a particular time. 


S 


3:50:00 


03:50 


=TIMEVALUE(B7) 


Returns the decimal number of the time represented by a text string. 
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jLjujlcI Qj L^uCLuJ JjJulj 
. Ju jj j \5 Qj vSjLuulcI v-SjIjiibo cu uLoj jl-Xiijo JjJuj uSljj I \j MINTUE 3 HOUR J3J0 j 9 
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E2 ^ f x = H Q U R (02) +(M I N UTE (C2)/S0) 





A 


B | C 


D 


E 


F 


1 




Summing Time 




Converting Time 
to Decimal 


Syntax 


2 




15:10 


15:10 




15.17 1 


1= H 0 U R (C3) +(M 1 N UTE (C3)/B0) 


3 




20:50 


20:50 




20.83 




4 




23:25 


23:25 




23.42 




5 


Total 


11:25 


59:25 




59.42 




6 


Syntax 


=SUM(EI3:EI5) 


=SUM(C3:C5) 




=SUM(F3:F5) 




7 


Format Totals in line 5 


h:mm 


[h]:mm 








S 















Ig^cLuJ ^JdU 

E4:E8 ^ j uuJLSLjuj ^o jjj ^J^LjuO clljuuI^jo I j oIjuuojIS j \S L^jlcLjuj 

I j cjljujI qjI t-sljj J 3 jojS ) ^jlc.juuS c l>^j cjljujI hh:mm:ss 0 ^ 3 ^ cu 

. JoiO OLjuJU JuujIj J3j OlCLjuJ TT j\ JjJuU I 

7:00 olcLjuj 3 ojuol pj 23:00 olcLjuj M3rk ^Lsl.juju^ JUuo I j 0 Jos> 

■ OljujI yoLoj \j I^jS 

. uLuju I j t-SjlS oxLuj 8:00 c ^ujj 
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A 


B 


C 


D 


E 


F 




1 
















2 




Employee Name 


Start Time 


En<l Time 


Difference 


Formula Syntax 


— 


3 












4 


John 


03:00 


11:00 


08:00 


=D4-C4+IF(C4>D4,1) 


5 


Mark 


23:00 


07:00 


08:00 






6 


Nancy 


19:00 


05:00 


10:00 






7 


Craig 


20:00 


00:00 


04:00 






0 


Brian 


22:00 


03:30 


05:30 






9 

Ao 
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cu t-Sldi oxLuj u±j£ v-sljj CELLING JgjojS oS jl *jS cl > cp jjj J^Luj 

. juuIjL ^_5 vj o 1/24 v^jLajulcI jl-xiLo 0.04167 ^jl£.Oljuj\JL 
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A 


B 


C 


D 


E 


F 


( 


1 
















2 




Nil me 


Stmt Time 


End Time 


Round up 


Formuki Syntax 




3 












4 




John 


03:22 


12:00 


4 


=CEILING((+D4-C4)/0.041 67 ,1 ) 




5 




Mark 


09:43 


13:24 


4 






6 


Nancy 


07:25 


13:53 


7 






7 


Craig 


10:43 


11:20 


1 






3 


Brian 


12:33 


13:50 


2 






9 















uloj jIJl&jO CU 2>JlC <^SL> jJjAjJ 



I \j uLoj jI-JlQjO JluI^J ^JVjO LcXjuJ I J uLoj jI-JlQjO CO ^JlC JjJuJ ^JVjlilcp J^ajUL^I 

. JloS ^3 OXj^juj co /xSj <^jub L 

JLSLuj j2> OJljuJ OLjuUU J^jo jB. 2330 -XjuS v^L A u^jljuj 23 1 30 ^jlc ^sljjiiJLuo 



,jujS v 3 juuJ^Laju hh:mm 0^3-*^ co \j B 03-Ajuu <*3 Lp, 3 -Cvju.jo_^S v»juL B 03-Ajuj j- Ij jjj 



E3 Microsoft Excel - Chapter 4 1 


File Edit View Insert Format Tools Data Window Help 


B3 - fx =IF(A3<1000,TIM E VALU E (LE FT(A3 , 1 ) &" : " &R 1 G HT(A3 ,2)) ,TI M E VALU E (LE FT(A 3 ,2) & H : 11 &R 1 G HT(A3 ,2))) 




A 


B 


C 


D 


E 


F 




1 
















2 


Number 


Convert To Time 












3 


2330 j 


1 23:30 1 












4 


1059 


10:59 












5 


622 


6:22 












6 


1428 


14:28 












7 

















olp_> vJlLl^o JoUj usLpjLcLuu ^soloj v_ 9 \JLaj>'I 

.JuuIjL ^jvjo [hh]:mm:ss J-SLuj co J^JLaju lS j uuJLLjCj 



0 Microsoft Encel - Chapter 4 



M) File Edit View Insert Format Tools Data Window Help 



03 - f x =$B$ 3 +(C 2 / 24 ) 





A 


B 


c 


D 


E 




1 




NY 


LA 


London 


Tokyo 




2 


Hours Difference 




5 


-5 


-14 


3 


Local Time 


20:00 | 


1 1:00 


[ 15:00 


6:00 




4 














5 
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0 J-^9 

l& iSuf-AjJ 



^jjuSZJ \j J^JLjuJ Qj LajU ^_ 5 ^j 0 t JuuS lSJlLJLSLvjU \j J^JLuJ ^Su| IjCXjuJ l _ 5 vJL 93 

LsLajJ I^JuuJ^LajJ J Cl> Jjj t i ]ol> Ojljul i J OC> t ^Jo^- ^Sjj i JuJkS 

OJuuij GjJoSL*lo ^_5vjboj Lo OJuuj ulpJu i J^u Cj^jS JjiS i ^JlC b j^jJuo iS\jj 
\j I^jLljuUU 0I3J ^_5VjO J3JL-JUJ ^Su| V-SljJ CLSLjO I joLajULU 3 jjLjuJLU 3«CjljujI 

:>b Loouj uLoj 3 £ujb ^ 9 cS J uuJ^Ljuj T Ju &9 t <jJuo t T 

Ouoouas 3 Number ^>juj .p Format cells j ±\5 <11^3 cu ^3!^ ctf juis^ 

c U\d) LxXjuU Lfi_JuJ lS JuulI^LjuJ . JuulS 0 jjS>^> IjjT 3 J Lxxd Ij l^S JuuJLSLjuU CUS tO m 

,Jj| o£ ^3J ,JjI L^jU CjU^JC^jO QJjjuCX-pjO. \j OJUuJ ^J^uJjLq-juJ ^JUuJ^LuJ 

^s\jj />b <^Sb O^jSu .JuJuuJ OjuL>i CLjuJ^jIS <JuUO-d> ^JUuJ^LuJ 

{JjJSj (^jjl b c IjLjuJ_XS QjI j\ .JuS V- 5\j0 ^JSljuUUO I j ol j I O^LaJLjuu! 3 (^jJiSb lSJuulI^LvjJ 

Ij P Q juuO lSL^ l-S J uuJLSLjuJ 3 £ Lp-JuUUftJ c JoJ> 3-J0J ^J\jbi> lSJuulI^LjuJ c l$ JLjuJ ^5^^ 

lsI oj3b^o j^.juuS vb^ol \j Style <ujj^ Format ^3^ jl.^ Format cells 
. JuJlS Ojul^^ />b b I3 l3jLooujlu ^-SLq) ^Suljuj oS Ja5^^> U C^lSuol ^^jjI Lo^juJ Style 
. juuub IjI-^ Jbxd 0I3J Format cells qS \j bxjJoju q, a <^Suljuj 



q^>^J 

Q^Jj$jj\<> ^juuo^d> L^JU JuJkS . <NjO 0 ^>_aJ >3 V^X.»_>.iJ uI^jlE CU LxjuO *-lS uSJul^5L>jU 
b JuJkS 0 ^_aJ !>3 3 UI uI^jlE CU |^j (jjl Jujl^j . <NjO LooijO . ^QuuJ i_ < \Q OjjS>$ 

. JuJlS Oilft^jul ol _)l i_sbi) cOuj^jlS JujI^Ju 
(■ J U-LyJ i ^J-juUlSI Oi__)S ( _5V_«jO_ i ) Lfi_uJ ( 1 T (_] j£l9 \j C)5>JI 
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3 jJo-juj « J 3 JL-AJJ j\ iSl cu b J 3 JL-JUJ cb J 3 JL-AJJ jl i3JJuJ^Ljuj u.V>5 ^_ 5 yS 

fi b-fcJ I O I jjj 15 <-15 Oljuu I ^_5vj 15 j I O 3 -A-JUJ b jJo-juj bjuu < 



^jjjLfiJ lSJUuJ^J l bS J uuJ LSLju U UV 

j5b.b l^Sl> 3 ^-^>5 jJJjLoj lSJuul!5LjuJ c bb^JuJ3 lj ^JlIuJ^LajJ ^5j JLul^ v_ 5^ Loouj 

jlj3 ^jIJuLljujI ^1^1 OljujI (J5LjuJ 3jL>) U35jI t-Sl^l^ ^Ijjl Qjl .JLul 5 JLxd 



i3JUuJ^LjuJ jj^Jd ^OujLqj 
.juJuulj \j ^ju b . J la_a 5 o^La^juul r4 jjuLjo juJ 5 j I b Ju5 v^5LJ5 Jj 3 -^ jjjjLqj ^juuJ^LaJu \S$j 



3 I^JUuJ^LjuJ 1 -SljJ F4 jl O^LqJLaj u I 

°ljLjuJ 3 jj 

Ij ub okp*J:> l3 Juul15Ljuj 3 JuJl 5 vb^jijl \j (u 3 jLjuj b j-Lljuj) Qul > b ^5 j b J 3 JL-AJJ ^5j 

^jyl^jul J 3 JL-AJJ 0 ^ 3 ^ ^ <*-Sj 3 -Io °b vl^l U b3> J 3 JL-AJJ jl c Lc > b ^-5j Jl>.JuJk5 JLo^cl 
V-Sljj 3 SHIFT jl c: LiLjuJ 3 ^! ^ l>J ■ -TjuJ b v^JuuJ^LjuJ V-S 3 l> J 3 JL-AJJ JjoLjuJ LxXjuJ 

is juu J 5Lcij . _x_A_d)jj jLjujlS I j F4 jJL5 JL> . jlul5 o^LqjljujI Ctrl jlJ 5 jl Quljujqjj <^ 3 s j>I 3 ^ 

■ Jljuj Jl&I3J> JLo^cl ^jyl^ijul C tc > b Qj loouij 

]ol> <^5j j b A ^ c UjjoJ kSJji l&pl5 u^j5 ^_ 5 \j$ Ju&S I ^ 3 j Jujijo jLljuuu F4 Jl»15 

. J la-juJ b ^JLjuJ I ^ I j 
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lS Jla^JLSLjuU 1-SljJ l3jljlSul> jl O-^Lq JL jujI 

v-Sjl-xSuiL^r usy^ J^JLjuj <^j J^JLuj ^Sj j\ \j i3juuJ^LaJj ^Sj juj^I3j> °& ^joLoj 

L| J^JLuU 3 JuuS 1^4$ I j ^J-J lj J3JL-AJJ ^Su| ,^3J JL&kp* V^Jl^OjO jL^juUU jljjl V>3 jo 

cUjjS OJuuj j\j 1 -S 3 Juo jl 3 JuJ^ <^bJ^ CjljuuIj \JL> .JlajlS ^l^fcjul I j v-Sj^up b c ^s>b 

.ju^ ^LJS Ij OK 3 0^ vb^ul U Format cujj^.jl^ v b^o I 1 ^ Paste Special 



{JjJuU ^SuljuJ jjlaSZJ 

3 QuuO iS J uuJLSL j uJ j-a_a-S2J V-jl>3j0 V^uljuJ CJLfjlsLl j-a_a-S2J . CjljujI N0rfTial ^/DjS ^JjJuJ C^uljuJ ^b 

■ JljJj Jl&I^ ^JlcI 

uT jl 3 JuJiS v-j L^jI Ij Format ^3^ A 

i^L&JllIS j\ Ij JuuS vb^l U 

• JuuS O^IqJLjuuI Alt + f jjJ LuO 
I j Normal cu,^ Style name jJLs 3^ .T 

. JuJlS V btxil 

.jloS C .,.15 Modify ^ T 
. jujS U Normal ^ jjj_»jj .Y 
Ij Custom cujj^ Category jJLs ^ .0 
# / ##0;[Red]-#,##0;0;@ ;juj ,5 >,13 Ijs^jsj ^juuiSCu Type jJLs j^-jux^ vL=ojI 





.juJkS vL^jul Ij Font .F 

. JujLoJ vLiojl Ij ol ojIjjI 3 Jct> .V 
.jlo 5 CJS Ij OK .A 

lubtwoy 

/xd> ^ X *> 1 SVJQ Ij OlSuC.1 (jjl I^^L^juuULaJ iSJuuJ^LajU ji yj/2jS Oj3^ 

*w>Lsgjul U (jJoo lSIjj Joiid (J3JLUJ ^SJullISLaju .jOuutS J3-I— aju ^jls L) 3 u ^ 0 

jLkjl^AJ ^ JuuU \ ' • S- C L ijl JJLa—ajuI (_Std> (_S JuuJ^LajU GuuUj^S jl ^jjuO l_Slib »-S JuuJ^Ljuj 

3 J-C A-SljJ Ij J3-I— ajU LxjuO CjljuuI (j^uOuO .CIa-ajjI (\jSXij^D jjJ Ol .^jjUlSi-C .Jla_aS J3J-J ul) I3 Ij ^JlC 

■ JuuU X * I 3 1 6 Jsli Ol— ajuu OJljuu -^j I 3 03^-0 Oj 3 ^> Ol ji Jla_aS lSJuuJISLaju 
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■ JuJutAJ t ^IJlcI lSJUuJ^LjuU i T \j jjLajULjJ O J ^jjULZ^J j l|£C> ^IJlC-I ^ JuuJ^LjuJ 

(J^JLjuJ \j j^jJuO OtSuol @ OuoUc lj \JU ^JlC <^S Ju u J^L a jJ ^jjUL^J Qu«J0jLp^> 



0 ^jduyLoJ j\ cS^^<)JL> 

I J ^JVJO LcXjuJ . ^ 3 -juJ ^_ 5 \j 0 0 ^JlC Cb Jo^JjjO ^JlC < 3 JuuJ^LjuJ ,joJli*J jJuUO^-juJ 

U3j^ 0 JiJuloJ jl CILljuJ$ <Jjl <^(.JLukSu ±j\$ <3juC> Cjuo\Lc 3^ <Ju«J ).Jjjl-XSu 

.SjjS ^_Sjj^ 3JL> 0^1^ ^3^>3 O3 Ju J3JLUJ 



^V-JUJ J LlJUJ b5 b^ULJUJ 3 

jj 3* 3 JujLuuu lj t-Sl OJuj^lu 3 £3110 i_Sl& v-Suljuj Juukp ^jvjo LxxjuJt Sty lG t-Sl O^L^jo 

^j3 jo ola9.b CO L&JiSj -XJ1JI3J ^jvjo ^Suljuj <jjI ._LbS 6juC>i> ^j^lajuo p b U lj />l_xS 

. -XJjjSu jlj3 O^LqJLjujI 

3 ^ 3 -juJ 6 ^ 1 ^ uLuju o5ljj ^jviijuo ^JlC ciS JLbS v3JuuJ^Lajj ^JlC ^-Sljj! UL uO 

.JuJ^ vL^jl lj Ja> Ojljul 3 f Qj.^Q-iuJ (j^U^SJ (”) Cjuo\Le L 0 ^JlC 

Alt + jjjLjo i^lfcjuK jl U Juji5 v^l \j Style oT jl 3 juj .5 v^I U Format 1-S3JU0 .1 

.JujS OilftjLuul , 

Negative Numbers with brackets iMjlo.juj^ ^3 f, C.,_»...> />U Style name jJLs .p .T 

/ 0 =- 

.x/j<, dLJS Modify T 

.ijjS v^l L> Custom c^jjjS category jJLs jsjo^ v^l L> Number S .T 
#,##0;[Red](#,##0 );-; ^13 :>jlc i^Ijj Jjlsijo ^juJLSL^j Type jJLs _p .0 

.-XjuS *_>L%jul \j Font .P 

vb^ul \j Regular c^jS Font style jJLs ^30^ v^l \j Arial Ja> Font jJLi ^ .V 

.jl jS v>b*ijl \j \ * Size jJLs 

. jluS \j OK .A 

.jlu^ iSJS OK lS3j< Style v_sl dj^buo >>£ .S 
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'Colj 3 lA>J 3-°I 




v-Suljuj Jlu 1 cm ^jvjo Ld> ^-SLulSj ^ a a b 



^ I JlC I <= ^S JuuS JuJ^j I j t>Sj b-AjUU ^.5 Ld> 

3 J 3 Li JulaS t ^jO ^ 3 ^ 0 1^3 1 Qj \j 

Cjj£*£) Qj b JuulS ^jvjO Jo^ 

.JJuS ^jvjo -Ll> jjj Jj 3^ 



i_S_>SLp qj <^Su j\ ld> 



^bfcjl CLjuJ^jI^ />I_xS c lSbul CU L Jul LxjuJ ClS I j ^JVjlo* <^SuljuJ J^uUlSI 

LxjuO £ jlj3 t-Sj^b.b CLjuJ (^ j IS c lS jl O^LfijLjujI V-SljJ . JuS ^_5\j 0 Ojj^b Jul OJljuJ 

JlajS ^jyS b />lc^l jS-p cLaJjc^jjIS CU cLaJjc^jIS <*Sj j\ \j Igjl ciS Via nin^ ^jj I JuuOjbj 

!Juu S jb Ij JuJl> cLaJjqjjL^ <*Sj 



0 Microsoft EKcel - Books 



® File Edit View Insert Format lools Data Window Help 




.jlhlS v^jl L> Format -> Style «ujj^ 

.jujS iSJS Merge iS$j .T 
cL>jj&.jlS Merge Style tsl Ojgbuo ,pl5 .p T 

Oi_«juI _>Joj 5j$J0 l-Sl^Ix. JL-AjJ (_s^L> \j i_sl 

.jujS boil 

. jLyiS CJS Ij OK .T 

if JuuJp (_JvjO ^ ^ 5_u0 ^Ub JI^-uJ ji!5 __>SI .0 

you want Merge Style with Same 
lo^i J>\ «uJI .ijuS kSJS OK lS3j Format 



(-Sj^Lp CLajU^JjIS jl jLi^l^i*- v_S\jO 1 sy L& i^lijuu />Lucxd> i_Shi> 1 <>Asz9 QjJjqjjIS _p 

3 Qi9j (jjJ jl LoouO t_SLuD I^lijuU ^ JljuU JlQ> CLlCLj j\S (jjl Jli—jujU c Ci_»iIi _LulS i 1 3 

. jjj-njj jj jl> Cjuj 

.jlhlS OK lS3j Style v_sl o^Lsjo .plS _p 



<U 
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Qo§j 



j\ /)Lc^I j\j l_SLd> QuU J ^ ^SuljuJ Jujl^j L^Ju LcXjuJ 

j\ j\j ^Suljuj v-S3l> cLjuj^jIS Ju()_juj />Lc^l 




J^JLuJ AJl^t l> J^JLjj v-Su cu JL-JUU v^j Jltxc 

AT i_sOiLsl cujj^ Formatting Jjjl ^ cu 

.jlhl 5 cisLbl Ij Style 

■ JlulS yjLjeJuI lj jljjl 1 

OJuuU jU (-S^juO jl 3 -U_iS Clx15> Cj-jujIj . T 

v^jl U Customize 

Categories jJLs Commands S ^ T 
.jlu5 vL=^I L> Format <^jJ> 
,_s0iL9l o+>.k Commands jJLs ^ .Y 

jljjl j\$j \jj\ 3 <— iL>jul \j Style 

djljul GuouuiS i_Si_o_p 3 dJiuuL^ Formatting 

.JuJiS J OC> 



Customize 



? x 



Toolbars Commands | Options | 

To add a command to a toolbar: select a category and drag the 
command out of this dialog box to a toolbar. 

Categories: Commands: 




Selected command: 
Description 



Modify Selection 



_U 



Close 



! JuuuuU ^JSLjuJ j^jjl 



E Microsoft Excel - Books 



[ |IP| File Edit View Insert Format Tools Data Window Help 



Arial t 10 ^ 




B 1 


u m m 


m H | 0 mt - $ % , 




A 


B 




Comma 
Comma [0] 
Currency 
Currency [0] 


E 


F 


G 


H 


1 


1 


















2 


















3 








Normal 












4 








Morcent 

Round to Thousands 












5 








1 L 












6 


















7 



















.i3_uj ,_s\jo oju 3 Style 03^1 ol^jcuii cu Formatting ^I^jI j\$j 



82 Dropdown 



°\T 
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»col j 3 u^j 3 -°l 



JujLuUU ^SjljuJ [sZJj-uJ lfi> J^JLuJ j\ — c \jS J 

3 CjlCjjuJ CU -X-JI 3 J V^JuuJ^LjuJ I J J 3 JL-JUJ LxXjuJ j\ { jjJ L t 

j\£ ,Jjl V-SljJ JuuS 6juC>i> V-SuljuJ ^Sj Oj3^> CU Ij I^JuuJ^LajJ ul CjJ3£_ajJ 

■ lj >juul 3 ^3 jo\j Style 



cisLol jIjjI jlcp qj \j Style ^jO^LsI o-ul^ cujj^ clSjuI jl 
I j Style jJLs \szjj-kjj qS julA^ ^x> \j uLSuol <jjI Alt + ' v-sL^juJS 
jL&ljpd j\j \j ^jo^bsl o-ul^ c Xajj^ <jjI L^-XjJLS^ qjI.jllaS 



Jul OJuuj Qj l _svj\Loj> jjjuyLoJ 

jJb L ^jJLo oL>\Ua^l Oj3^> Qj I j ld> 0^1^ OXj^uj cb Juukp ^Suljuj ^ 

OLjuju <*^3^3 i_^vj L i) lyi^ CU I3 ^IjlcI O.V^ ^3^ 3J3 ^_J^-juj ■ jjulSj v-Sj^uO 

.JuJlS k^\s> \j OJuJj ^ ^l-xr:l qjI Cl 5 Jujb lj uLSuol ,jjI LooJj . Jl£>2> ^_5\jO 

^jnjLq^ ^uulSu U JuJl^ v^^I -b.9-^ ^jvjO ciS I j ^jnjLq^ lJ>3-*c*jo O3JLJUJ 

.Jl^ 315 JUJI3J ^JVjO Ju^jJ ^_5\jO jlSu c bL*jJ3t*t! V^^l 

.ju^i cu>bl Ctrl juJS qJLaJj b ctli L \j vL^jl Jjo^c 3 v bojl lj 03^-Juj ch ^3 I 1 ^-^h>>Su 
R ound to c buj^ oT jl 3 cuSj Style ^ v^^l U ^ u3jLjuj ciS <jjI jl ^jja^ 
oLib (cent) ouljuj oib eiS -Xj^I^ v_svjo U.j^S vb^l L> Thousands 

lj Id) CLuuJ \LS JjLj cujl ) .JjJl$ <w>L>jul lj CLujU JuIj Oj 9 j ^3 ^jl ^> 9 _ajU 

(Jli_iuu(j 0 
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E3 Microsoft Excel - Chapters 



M^\ File Edit View Insert Format Tools Data 


Window Help 


0m- $ % , 


Tahoma t 10 ^ 




|~5~| i u m ■ m HU 




A 


B 




Comma 

Comma [ 

Currency 

Currency 

Normal 

Fercent 


m 


E 


F 


G 


H 


i 


Running Invoice 
Number Number Dati 


uj 

t 

'[0] 


Market Quantity 


Income 


1 


2 


1 |l01 05/1 




_|_USA 


15 


2,136.75 


3 


2 


102 


06/1 


Thousands IL 


USA 


17 


2,270.94 




4 


3 


103 




Asia 


20 


10,152.14 




5 


4 


104 


08/10/2000 


Pacific Bell 


Western Europe 


50 


11,111.11 

3,717.95 




6 


5 


105 


09/10/2000 


Motorola 


Asia 


100 




7 


6 


107 


11/10/2000 


Amazon 


Asia 


15 


29,230.00 




8 


7 


108 


12/10/2000 


Microsoft 


Asia 


30 


6,020.00 




9 


S 


109 


01/10/2001 


AIG 


Asia 


40 


3,040.00 




10 


9 


110 


02/10/2001 


Cisco 


Asia 


50 


37,065.31 




11 


10 


111 


03/10/2001 


MrExcel 


USA 


67 


15,452.00 




12 


11 


112 


04/10/2001 


Pacific Bell 


Asia 


77 


13,032.00 




13 


12 


113 


05/10/2001 


Amazon 


Africa 


39 


13,095.00 




14 


13 


114 


06/10/2001 


Intel 


USA 


101 


23.034.00 

13.495.00 




15 


14 116 08/10/2001 Intel USA 


125 
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'Col j 3 J-*-^l lA>J30)I 



? J -^9 

/XjujI 



^JVaSJ /X-jujI 

L 3 U^jLjuJ <^Sb t jJq-juJ <^Sb t J^JLuJ JulT> b J^JLjuU <^Sb ,jjJj.bl ChO^b L> Jul^J ^JVjO /XjuJ I ^Sb 

CLlS^T ul g->JJO oljjCXlfc CU /XjujI i Ij /XjujI LcXjuJ c ^ul) \ j\ ,jjU^ . ^ 3 _juJ <^Sb 

jIjS 3 I 3 J ^jc> oucxjuj 3 ^ /xjujI ,^ 3 -juj ^jvjo AT Narne 

MyTotal ^ f x =£UM(B1: 

S/uJkS ^_ 5 \jo lj /xjuj l^p>r 

.JuujL t-Sl 3 jji-pj />b*jl cSljj c Lc > lj v-Su b J3JL-JUJ v-Sljj /xjujI v-ajj.£j 

=Sheet 2 !Al J 3 J 0 jB <*,jub L> cu « JLuo v«s Ijj.-us^ ^jvjo <jjul& 1 ^ lj J 3 J 0 jS J 3 -L) /xjujI .1 
jul cijLjujIjS David IjjT />b jS I \Luo .juj^ ^13 ^ 3 ^ lj A 1 J3JLUJ />b Jujkp ^jvjo 

=David ^jub 

c l> 3 J O 3 JU tJLukS O^I&jLjuuI CLjuJ^jL^ 3 ^ jSb^ §C>jjO <-SljJ /XjujI jl .T 

^^bj ^l_XS2J ClS CjljujI ^_SVjLq> b jl 5 uSljJ ^jJlc <^SuuiSb <^Sb <Jjl /)b CU 

.JUjb <^jJ 

3 Jjcxx: ^ ^3_juj ^jvjo CjlcIj ,jjI ^jvjo I j ^^JLIojo £>jjo l_sL> /xjuj I <^Sb .T 

.^3-juj />b*jl jJ Oolj IpJ^jS < 3 jlASbb> 

oLjljujL^ijo Jl a 9 33 -b cu JLdi^ ^jud Ij ulSbol <jj I bxjuj cu l& />oujI gc>ljjo j 3 j cu ,Y 

CjLJuuj^St JuJ^ J3 j ^ cSj3>jo J3-Jl> *Sj I j lo> 0^3 _L>jo tJuJ^ j$j ^ Ij LpJ3j0jS 

.JlaJl^ ^13 A °^jlSjjO c ljLa>' ^Sb 3^ I J b 3 JuuS J3j CU Ij ^SV^jjl 



83 Name box 

84 Absolute reference 

.^ 3 j i ^ q j\^~! l3vj^L9I ch^!^ o k-iujj^s ^b*j| i_sl_^j 3 '-^jl-^ Form jl^l j 1^ j ^ I . Combo box 
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^/OuJuJ I V 

AJl£ jl Juul^j l 9 ^> QuJjl AJuC b CD A3 _juJ £3^juJ L JuL /XjuJ I <^b • 

(juJkS OAlajLjujI 

/XQ> Cb ( _ ) c ULujuJ 3 Cb lj CUxIS 3A.A3-JUJ Ab*jl fijb <\j <J&3jJ> jl Jub /XjujI <^Sb • 

JluaS V_jub Jub LxXjuJ ■ JuuujuULQ^ jbtxj Excel Book O LcxlS 1 J Luo (_S \jj ■ JluS Jj^luo 

Excel_Book 

A1 lsU /XjujI JUJI 3 J ^JVjOU i J LuO ^-SIjJ.A3_ajJ JjoLuJ \j j^uA J 3 JLUJ ^Sb /XjujI Ju L b /XjujI • 

. JuuLajUL& J3JLUJ /yuuj\ <jjI U 3 ^>r Juj jj jlSb Ij IS2002 b 

.Ajlju A3^>3 OJuuJ ^jvjCXjujI aIaszj jA ^jCJA3Jl>j 0 gLuQ> • 

. Jul OAj^ OaLojujujI V-SjIaSuoU V-SljJ AjJU ju^CfcJuO ^JVjoLujI j\ Jl| 3 _juJ <jJjOs^LX) • 

. JuucS ^5XJ0 0 JlO&aJ Ij Loouj jlS Joii 9 j A Pj LjuJUO V-SLd) ^X_jujI 



/XjuJ I ^Su 



.AjIa A 3^>3 /^jujI olj 3 A 

■ J LaaS ^13 JOuujI ^A Ij /XjujI LouLftjuuUUO 



.JuaS 

v btijl Ij A1 J^JLuu 
.JuJlS V^b Ij <jA-o Name ^a .T 

. Juud)A jLajIjlS \j jjuuI .T 

■JU^a2j viuo^ jx juj I uuj^ v5l 0^3 boo jl 




.juaS 

v l?tLU I \j B 1 J^JLuU . ) 

jLix9 \j Ctrl + 3 <_sL 5 >jlJS .T 
3 Name <ujjS Insert e_s^juo jl U 
.JoJiS 

v btol \j Define a jj+juj 
Names in workbook jJLi ^ .T 

.JuJlS [3 I J yOuujI 

.JuJlS CJS Ij OK .T 



°n 
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'Col j 3 J-a-u^I ,jliJ3a>l 



la> 

.Jul OJuuj cLjuj^jL^ 3 ^ ^ Ju^ 6 juC>i> Ij /xjujI Ja£9 cLaJj^jIS ^Su 



Ini /XjujI <J) Jo 

.juj^ Delete ^ 3 ^ 30 ^ vL^I U /^l 3 jlu&:> jLjoS Ij Ctrl + F3 ksI&jJS 



. Ju^S ^9 Jo lj l-Sj3>^ Laju I ^UlSu 

^.S^Lij l-Xs^J ^3>*3.^3 _juj jj O0I3 /xuuj\ <jJL 91 j ^ ^3-juj ^jvjo <Jj»-£Lj ,jjI ■ ^ 

. Jj LajJ J^ljuUUO Ij ^/(XjuuI ^/(XjuJ l 

^jJLaS CLjuJ^jI^ Qj Ju 3^ gOjjO <^Su.JUL&.b ^_5 \jO Jj^LuJU Ij goljjo l& /XjujI .T 

t V Ju^aS L-Sj3jJO jj^C L_SLq^Ju3j^ (JA> kS\jJ .CjljujI L-Sj^up CLjuJ^jL^ CU Ij 

.JuJuuu \j LoiJu3 : o iJjj^zj 3 l& Jc^ojS 



gp>-jJO Jjusij 

Refer to 15 .p .jlu5 v^I U .a-*-^ s -M>^ ->CoS U Ctrl + F3 ^UjuJ5 

. JujlS - SulIS \j OK (JjULiljuJ 3 V* jJulS2J j^JvJLajJ-^ 0^3^ lj c t-Sl O^L^O QuU L 

lfi> /x_*juI ^ 3 >o 

.Jl«j5 (wilful CjJjl5 ji Ij J^JLuU .1 

. -)LUi>i ^LuiJl 9 Ij F3 ■ T 
.jlhl5 CLJ5 Paste Link »_S 3 j T 

Ij CjljuUj^S. ^3_iuJ v_SVJO l_Sjl-X5jl> ^jJ ji CLjuU^jIS ji ^3T>3 jO <-Sl& /XjujI jl jpvj-uUj^S 

(_pP*LjuJUO Ij dLijLAjjl ^>jjO b 1 SV-Ouuul b 3 '-Sj3jJ“0 JJ-C 1 _$\joLuuI 1 JuJi 5 i SouUjjJ 

ol b i 3 _*jj jb Define Names «_sl o^Lsjo j:> 15 b Jujjj Ij Ctrl + F3 i 3 UjlJ 5 .jlu 5 

.JUji 5 £\L^>I b OijS OjO Ij ( _J'joLuuI 



3V 
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3 \IU jJcUjU ^3>3j0 <JjuO v_jljuUL> Jj ^_5VjoLujI ^JujSzj 



v_jC>r U3ji_*jj 



U^JLjuJ 3 \)\j jJo-juJ ul Ju jjSu CjljujI 0^1^ I j c LjuJ3*T)15 kSj A 

■ Juujlj CU^viib ^jJuO 




.jujtS ^l^jul Ctrl + * jLujl 9 L Ij .Y 

Insert jl U jl^ ^LiiS 1^ Ctrl + Shift + F3 T 

.juj£ v^l U Name ->Create 
.jujS v^l L> Left column 3 Top row v«sIq> .y 

. JuJl^ s£JS \j OK .0 

^jvjoLujI . jlola-ju \j ojuuj kJujsd ^^jvjoLjujI 3 j L \j Name 

O3-CJUJ 3 ^L jJo-juU ^ 3 ^ 3 ^ l^SLi> j^jJuO ^jjjLjuuI jJ OJljuJ KSUjSU 



.Jul OJuuJ 



kJ$x>j9 ul iSJj£j\> 3 /xjual v-Su ^[3 



\JuJuuU I j J-SLjuJ . CjljuJ I LgJ 1 j\ O^LfijLjujI i <fc J\Joljujl ^SUjSlJ QJjjuO^jO 




^jio-U Oj3jZ) CU OJUuJ KJUjSL) /X_ajU I ^L>jl 

JujlS .OlJUjI I q 1 lo O yjGj$ 

Refer to.. .plS _p< Define Name <_sl o^bto 

.ijli £,L>jI c 4^>'Li $ Cjuo\Lc 

jlS IjuuI cu L^J^jOjS ^3j 3 jl JjS 



.JujS l_> jLi ^>_; 3 jO ^JVjoLuuI 3 



°\A 
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iJ$XijS cu /xjujI v-Su :>3j3 

.juuS ^Jlc juli> B 1 :B 10 t-sLpJ^JLmj 1 



.jL^i jLiiS Ij Ctrl + F 3 lsUjlsK.jlh^ v^jl U B 1 :B 10 .T 

OK <s$j 30^ CLJS Add »_S3 j 3 Array aaS vub Names in workbook 

.jujS 

.SjuS ^LsluI \j Bll J3JL1U1J .T 
.jujjj \j jjjj\ 30^ <SJS \j AutoSum 03SJ L jlu 5>:> jLi»s lj Alt + = uSla>juJ 5 .Y 
Ij^USZLJUdU \j J^oSI. — SUM (Array) !o>_ujI o j 3-*^ Bll U3-I— ^ kJ^o^s 



.jl jS kSJS AutoSum 03IJ b jLii9 k> Alt + = (.sL&jlJS .Y 

. aajlS <w»Lsijul Ij name ->Paste Insert ^.s^juo jl b < a^ jIaoS Ij F 3 aJ£ T 

.aa 5 C.,.15 Ij OK e>ij5 v^l L> Array /xjujI .Y 



3 di3X)J L> A 1 :A 10 clo-U.jlUi^ :>jl3 A 1 :A 10 (-slgJ^JLuu _>:> Ij :>ac aja>: JUo 





. Ajjjj Ij jjuijl .0 

= SUM (Array) jl c^ul OjLc El JcjJLuj J^jo jB — 




(Io^LjuJ CjuO \Lc) .aaS ^SuJS AutoSum b jLA 9 k> Alt+= 
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J<)j0>9 Jl1a9 ^JVjoLujI iSj\ _xSL>l> 

J3I jJq-ajJ ^3^>3 JO t-Sl_Q> <jJuO <jjjLujl jJ U^jLjuJ t-SljJ Ij ^JVjoLjujI t 

,jujS 

IS .juJjj L> Ctrl + shift +F3 ujul^uj 3 jLcoS L> Ctrl + * 

SJS \j OK 3 v^l U Top row ^50*1 J3I cujj^ < Create Names ^sl o^b^o 

.JluS 



E Microsoft Ewcel - Chapter 6 



File Edit View Insert Format Tools Data Window Help 





A 


B 


C 


D 


E 


F 


G 


1 


Account Name 


January 2002 


February 2002 


March 2002 


April 2002 


May 2002 


June 2002 | 


2 


Income 


100,000 


200,000 


300,000 


400,000 


500,000 


600,000 




3 


Wages a Salary 


-70,000 


-71,000 


-72,000 


-73,000 


-74,000 


-75,000 




4 


Pension a Benefits 


- 10,000 


-11,000 


-12,000 


-13,000 


-14,000 


-15,000 




5 


Commissions 


- 1,000 


-2,000 


-3,000 


-4,000 


-5,000 


-6,000 




6 


Car Exp. 


-3,000 


-3,500 


-4,000 


-4,500 


-5,000 


-5,500 




7 


Travel 


-5,000 


-5,100 


-5,200 


-5,300 


-5,400 


-5,500 




S 


Postage 


-1,000 


-1,100 


-1,200 


-1,300 


-1,400 


-1,500 




9 


Training 


-1,500 


-1,600 


-1,700 


-1,300 


-1,900 


-2,000 




10 


Office Supplies 


-4,000 


-4,050 


-4,100 


-4,150 


-4,200 


-4,250 




11 


Materials 


-2,000 


-2,050 


-2,100 


-2,150 


-2,200 


-2,250 





12 



<U%JUU 

/XjujI V-SljJ S^rjJO c L^U.^3-juJ ^JVJO 1-SljJ U^juuJ 1-SljJ ^JVjoLuuI 

=Sheetl!$B$2:$B$ll : j\ cxjuJ January 




5j\$ J 3 I Jj ^>3 i_sLdi Oib %jos> i_Sl_>j I j ,_sJ<)jo j9 



86 Argument 



W 
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'Col j 3 J-a-u^I ,jliJ3a>l 




. JuJlS vl^fcjul ul 3 ^ I j ^jJ^JLajj 3 \j cSjSLp c lSjj . ^ 

= SUM lJuJkS ^jub Ij jj j J3 j0j 3 .Y 
.j jLiiS F, Ctrl + A .Y 
■ JuJjj Ij F3 3 v^Liiijul lj J 3 I jjJzJuo jJLs . £ 

.j ujS SJS \j OK 30 ^ vb^Jl \j January_2002 /xjujI .0 
\j March_2002 3 jl^ lsJa1jL> jJLs \j February_2002 />oujI .1 

■ ^ 3 ^ iS-\S2j jjiJZjuO JlLl9 

.Ju^ SJS lj OK .V 



!Jul VJ 3 I j jjj J 3 J 0 jB Lxxjuj JL> 

=SUM(January_2002, February_2002, March_2002). 

0 I 3 J t Ju Ju 2 > JLo j^> oS> j 3 -b ulodfc < LpJ 3 J 0 - >9 3 ^ ^JVjoLujI j\ O^LfijLjujI JulQ^£-juJ ^uLu j\ 



! OjLujI jjj VJ3J0 cu 

<Jj| .JuJiS ^^^IJUJLO 1 &j-l 2 ju 0 \j o£jJ j\ lgJ3JLuU ^L>jul O3JU JlU I3J LxXjuJ .) 



.JuS jJvjo oLtjuuI _)3jj jl 3 6^3 j OiLuu JjclC 

.i3_»jj ,_s\jo /x ^9 Jjl 9 3 OJuuj jj OiL«ju J3 jo_>9 

j\Sj <J$joj 9 \j 1 _jvjoL«juI j\ ^jSj Name cusa?- _)l..i>3J Ji&l3i>' jj OiL«ju <-Sljj 

■ Juuj Ad>l3J> Ol£_j_uj < ^j CL«j>b JuJlS v^I U '■— *— *- 1 * 9 j 



.T 

T 



H 
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j I JlSJcOJUuJ Ojb /X_juU U yj&JSSJ 

J^JLuj <\j ^3 j 3 




3 ^JVjoLujI IjCXjuU JL> 

V>3j 0 Lol -Jujb ^JVJO Ij Lpjl 

Jul OJuuj c LypJ \Ll 9 ciS ^jOLuJjIjS 3 J3ljL> 

Insert t_S 3 Juo jl ,^ 3 -juj ^jvjoj oju^ ^j^xxjujI 
j ujS v^l U Name -> Apply 

^3 _juj Qjj^ub? Jlu 5 >[c^> ^jvjo ciS Ij ^JVjCX-juuI 

.JuuS OK L_S3j 



C L^S2>' O^LqJiLjuuI <-SljJ jIJlQjO U <^SL> Ojjd>$ 

/X-Juj| 



(jjl <-Sl> cb.Jujj i_5vj 0 jlSij IdijU 3 liSijlj Ij v_5w3l> (_SlgJ3j0j9 LoouJ < J^uoSI ji jlS />LSju£.> 

i,l3 Refer to jJLs ji Define Name lsI o^Lso) jj>IS Ij J^o jS ^ JL0I3J Lo^ 

.JlijLoJ Oj j3-i> 3 0ij5 

=Year(Today())-l culajuAS lsL^JLuu ^Iasj cluuuI^jo i_sIjj J3joj9 cSL iULuo 



2002 ~- V i^> S 1 SvjO (jjJuLoj 3 ^ Lsuo I J CLLajJAS i_sLpJLuj .^IjlSZj <-)qx)j9 '. O l^ju^3^ 

.j^:* jLii9 Ij Ctrl + F3 <_sL5>jlJS 
LastYear vjL Names in workbook jJLs ^ .Y 
.juj £ cjuU Refer to ^15 Ij =Year(Today())-l J^j9 .Y 

.jujS Ij OK .Y 



.JujS C>_j I3 °SjJ J^> CO Ij J^jOjS A-Sij 

. juji >3 jLii 9 Ij F3 =sign juj^S v_ajU . 1 
. jjjlS Ij OK 3 o^jS vbsiul Ij LastYear /xjuuI .Y 



^ *Y 
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'Col j 3 J-a-u^I ,jliJ3a>l 




Define Name i_sl .pb .p ^I&jo 



ju^ op>:> Refer to ^ \j loui Define Name lsI oj^b** .p 

OjuC>i> \JL JLo p \j J^jo jB ciS cU^SuLcx^ 
/xj^Lbjj 0.88 jIjlqjo p t cjljujI ojuuj v-suj^j Euro /xjujI L oSt 3pj csljj cJ^Ljo £jj\ JUo 




■ CjljuuI OJuuJ 

JgJLuj j^.juuS ^3(3 A 1 J^JLuj _p I j jIjlqjo 

o.JujS ±Js I j =Al/Euro J^x) j9 B1 

^JVJO XijS <^juU I J Euro <jJu 0 Cl5 JluljuULU 

.JujjlSu kSj^S F3 j-jluo JlJS jl JLulcp 



CjljuuI OJLjuJ p_*jjl 0 I 9 JLC *-0 c l^ jIJlQjO <-0 



jjuSZJ \j cj ^ [jjo j J j I JlQjO t JcajlS V-J btul Ij Euro /xjuuL jLix 9 lj Ctrl + F 3 



. JuJlS CLJ^ OK 'S^j 3 



c u5u 

< cJiLjo _>Joj i-S^iLajo Juj I 3 J \_s^o JuJiS Refer to _plS \j _>JiLajo 

.±ju£ j ■■■3 ••’i 




1 ♦ Y 
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/Jouul \uuJj j$j 0, J 

j3j CjljujI ,Jjl /XjujI L J^jO j3 JuuO^^-juJ 3 W-jJL> guLu j\ 

,^ 3 -juJ ^JVJO Il£jO /XjuuI S^jjO ^jOLuJj j 3 j ^ L J3j0j 3 gp-ljJO ^jOLuJj 

t-S^> JlSLajO ^JVjoLujI jl I ^ 3 J _\_Q}l 3 _ 2 lJ uljuu> /XjuuI ^>jj 0 ^jOLuJj J 3 j CU 

. Ju-jujU o^La^juul 

^JVjLjuJj j$j CU Ij ^JVjoLujI CLoJb CjlCjuuJ Qj CjljujI jl O^lajLjujI olj 

.Ju£ ^jvjO 

JulS ^JVjO J3j0jS L I J ^JVjCX-jujI c \^Aj tJuS ^JVjOJ oilaijujl AV 3 _>SLo jl< olj 

.JuS ( _$vjo co l_, /x_ujl S^jjo jl5^3i>' j$Jo «0 <*5 



.oljujI ojuJj vju^so January_2002 /x_»J B2:B11 o^jc^o jy. JLo 
.job^ ,_svjo ^ \j T« *T co^jlj Juolp J5 =SUM(Jaunary_2002) J 3 jo^ 



E9 Microsoft Excel - Chapter 6 



■] File Edit View Insert Format Tools Data Window Help 
B13 t f x =SUM(January_2QQ2) 



A B C D E F G 



1 


Account Name 


January 2002 


February 2002 


March 2002 


April 2002 


May 2002 


June 2002 


2 


Income 

Wages a Salary 
Pension a Benefits 
Commissions 
Car Exp. 

Travel 
Postage 
Training 
Office Supplies 
Materials 


100,000 


200,000 300,000 400,000 500,000 600,000 


3 


-70,000 


-71,000 


-72,000 


-73,000 


-74,000 


-75,000 


4 


-10,000 


-11,000 


-12,000 


-13,000 


-14,000 


-15,000 


5 


-1,000 


-2,000 


-3,000 


-4,000 


-5,000 


-6,000 


6 


-3,000 


-3,500 


-4,000 


-4,500 


-5,000 


-5,500 


7 


-5,000 


-5,100 


-5,200 


-5,300 


-5,400 


-5,500 


S 


-1,000 


-1,100 


-1,200 


-1,300 


-1,400 


-1,500 


9 


-1,500 


-1,600 


-1,700 


-1,300 


-1,900 


-2,000 


10 


-4,000 


-4,050 


-4,100 


-4,150 


-4,200 


-4,250 


11 


-2,000 


-2,050 


-2,100 


-2,150 


-2,200 


-2,250 


12 














13 




2,5001 


1 










14 
















15 

















(_s lj januray_2002 /*_ujI ,_soLjj_j j$j <0 ( o:>b <_S 3 l> ^Jn->.o >-5 j ^Uol 

.ijLju i_svjo 



3 jloA vub Refer to... ^ f, Define Name i_sl .pb .p: J^> of, 

. JluA Ojjoi yOoujI U Ij J3X)_>9 



1 _SIdT) 1 $ />b%jl .2>3 _juJ ^^VJO ( JqjuJO U ) CljLjuJ3j J-ajoSI CjljujI C_S I ClobjJ 3jSLo ^ 7 Macro 

3^lo ul 3 Juja^ ^jvjo />b%jl Ij oSloijlS ul j\j \Sj Lcuuj ^ 0^3^ <jjI <=0 Juul ^^vjo jl 5 b jL-juuu 

^jvjo >ol<*jl 3>^b) b LdijlS /)Loj ci b L^Ju Jl2j 3 JJ$uuj ^^vjo 



1 
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»col j 3 



L^J^JLuj 

=OFFSETC1'!$A$2,0,0,COUNTAC1'!$A:$A)) J^o > 
OFFSET(s^>jjo, Lq^Jq-juu, IpJ^jLvjj, J,9-b, ^ybj.c) J^jOjS ubuuOy 

A2 J Luo ^jjI 3^. ctp^lj J^JLuj &p>o ” OFFSET gp>o 

[^Jd ^-j<SjS> J^JLuJ [J +\$ 1 j I c lS CjljuJ I ^_5V| L^J^jk_juU 3 L&jJq juJ 3 1 JlS 2J " L^3-*- juJ 4 L&j,lo juJ 

(03^-juj 0 ^Jo-ajj 0 \Luo).juS 

. ^3- julJ v_5^ c IjljujL^uo ^^P-ajuc^j J^JLuj jl 3 J.9-b " i J 3J0 



^Ijl^j ciS ^jJ 3 j 0 j 3 ).^ 3 -juj ^jvjo QjljujL^x) COUNTA J 3 J 0 jB cULjuJ 3 CO J 3 -b t JLuo 
OJuuj JLuo <jjI 3^ (.Jid>.b ^jvjo uLuju Ij cLp^b 3^ ^ 3 > 3 jo ^_5JL> j-yC ^L^J3 JLuj 

■ OljuULU CLljujL>jO ^ l-SjLj JLuO ,Jjl 3 ^ U 3 ^>. CjljujI 




(o^b J$J£> ) ^_5vla9 
=OFFSET('1'!$A$1,0,0,CONTA('1'$A:$A),CONTA('1"!$1:$1)) 



ubtthioy 
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l _5\jo cbLJuubfcjo COUTA J9J0 jB cu ld> J3_L> (I&j-Lljuj) J^-b 3( LpJ^i-juu) 

■ CjljujI CjljuuI c t^jJ ^^JVJOoujI \ f&J 3 , -^S- A -0 

QS>$J 

{JQjljuJ 3 >b_JuJ jl ^Jji 9 lj $ Cjuo\Lc) . Jujl^ Ij t Q 1 lo X> §^jj 0 

(.JuuS ±j\$ 

Lo U c LtS > b ^jOLuJ; Qj 3 /XjuuI 

tjOLuJ^ j$j CU jS Ja> JuC> b Lpjj Ij &^r>0 3 \j /X_iujl Jujl^J ,_S'jO IcX-iuJ 

:jl*Ji 5 ^13 Ij Ja> < l^JLu jl <ro»b >-5b b J3JLUU »-5b v btiil jl Juj^ 
Selection. Name='Table" 

. JuJlS ^soLuu^ j3_) °o \j AliAlO J3JLUU /xjujI b JuuS 'Ju^sn \j /x_ujI »-Sb; JUa 
C trl + Shift + Down Arrow :c^J >>j i-sba>juJ5 b j 6 />$* )a> 

Sub NaineToSelect Range () 

Range (Range (" A 1") , Range ( "Al") .End (xlDown) ) .Name = "List" 
End Sub 

;Jls29 c L>s > b /x_jujI vjOLujj j3j CO b /> b v_Sj iJujSij 
Ctrl + * IOjljuuI jjIjj jJj b jS />3^ Jcd> 

Sub NameToSelectTable ( ) 

Range ( "B2 " ) . Cur r ent-Region . Name = "Tab le " 

End Sub 
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'Col j 3 J-*-^l lA>J30)I 



V J^S 

Ia J^jo jS 



iJ^JLmJ J QJSjS bSj 

. _XjlS V- 5 \j 0 ^ L^JljuJLU J^JLuJ C{j d^JOjS ^Suj -^ 3 j 3 Ij 3 ^ ^J-juUiSI 

J^jo ^ju b ♦♦♦ 

3^ LxjJijLju^ Ij J^jOjS Juoi^ ^jvjo J-juoSI O^^jojl 3 l_sI ci 9 jj> uljjjLS 

Lpjl 3 Li J3X)jS L ^ t-Sljj o^L-XJulS d^OjB 3I3J L J3JL-JUJ 

^juUjJ j\ tJUjI-XSb 3 L>15 AJub ^JVJO ) CjljujI Ju^jO jLljuUU Juuil5l 

Ouo\Lc 1 JuJLjuljlJ Qjjcx-hjo ^3> jiiu d^OjS j\ £ I. (...3 Juiil 5 l \jbjjJ&A 

jLujl b \j Ctrl + Shift +A v^L L <J(^o>9 />L 3 <^juL L = 

fi\j j\ JlS2J ^1 JuJj> t-Slli jJ-JuUlSI 3 ^) .JLuuJ ^JVJO Ij ^3-03^ ^kjSjJ LxjuJ U3iSl. Juji^ 

JLUI3J ^jvjo ul ,J^jjJo j\ ^3_juj ^jvjo jjillb V>j 3I3J -LbS jL \j t-SjjLilj^ d^OjB 

( . JuJuulJ \j d^OjB lS Li ^JL^juO 

u^ojIjj^ ^SbijJLs Li Oili ^3^3 

^3^ , Xx(i I33* v-S^L 1J3-0 jB iSjj^ ^iSu \j Lxjuj ( k joJuJ a jJ3 ^LijJLs 

AA J^jo jB J3_)c> OijS jb bSljj ^^ybij^Ljo 
! JLuo v-Sljj.JuS jL L J3 jOjS J3-X3> OX-j^uj cb J3 jo> 9 />b ^juL jl <jjul-! — Ctrl + A 

,^3-juj jL J3 j0jS J3Jl> L jLuoS L Ctrl + A 3 =SUM ±jj£ v^L 
Paste Function 03IJ jl L.jl^ jL L Paste Function <_sl o^bt* j ±\5 - Shift + F3 

,JujS o^la^juul jljjl j \$j 



88 Formula palette 
1 *V 
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-XjuS CjlCj^juu cu \j J^jo j9 Li /> L L — cuSL 

Ju 3 jU /xi <b Li c&jJ {Jju \j IpJ^JLuj JuJlS ^jvjo ^3 \j ^ ^jOLo) 

3 OJUuJ Li J3j0 - >9i Jul jlSb gJ>ljjO t-SljJ ^JVJCXjujI LcXjuJ 3 Jii.b 

.^jLuj ^jvjo J^Ljujuo L L^jI 3 ^3j3 b> jJcljuj Jul^> ^[ 30^0 

t T 3 T 3 I Jjuo 1 Juji^ jjulSj uSLgjob <b L Li /)L Loouj 

Ju^jujj jj>\ <b \J$Aj3 u^juIjJ 3 L ^> 3 j 3 c tSbul jl ,jjuy.JLjuj Aik^ jJLib^ J 3 J 0 j3 
.Juji^ v-Slpjob <b L Li >ob JUJI 3 J 




^JVjljuUU ^ L Q JLbjo &>j-o < J^jo_>S v_Su 



AR 



^_5y-*juu 



ciJL^lS ^jyLJuuu §^>jjo.^3j jLSu ^jyLJuuu ^>jjo < ^3-juj ^_5y^ J3 j0j3 ^Su ^ ^jOboj 

v 3 IjJ.^ 3 -juJ uLj O 3 JLJUJ 3 jJo_juJ <b CjljujI *J$Aj3 L_S 3 L> J 3 JL-AJJ 3 gC>jjO <JjjLo 

J 3 -buu- aaS L =A1 J 3 j 0 jS B1 J 3 -L-AJJ <*— *jb \j \ 4 4 ^jlc A1 J 3 -L-AJJ JLuo 

. J3 -Ljuj <-0 B1 J3JL mu j\ J 3 j 0 - >5 ^_5x-*-99* OljuJ I OljuJ \j CjuCXjuJ A1 J 3-L-VJJ v-SjLS 03-A-juj Id 1 

<_ 5 \Sb U 3 -a-juj <^u uL^tjcxi J 3 X)jS l_S 3 L> J 3 JL-JUJ 3 <Ju«j cdL^lS ^ 3 _juj BIO 

= A10 j\ CjljujI OjLc BIO J 3 JLUJ J 3 jojS.juLo ^jvjo 
JL uo c U.^ 3 _juj Lpjl ^_ 9 -bjuo Li J3 j0j3 ^ CjloS 0 I 3 J ^jvjo 

l-LbS <b > 3 J Jjj 





A 


B 


C 


1 


0 


20 


30 


2 


5 


=B1+A2 




3 


10 







J3JLUJ Ij jjj J3x>jS ^jvjo 3jJ3j J3-Jc> 

^jvlS C2 J 3 JL-JUJ <b L JL> =B1+A2 ^ /x-bS 

=C1 + B2 jl ^3 j Jii[3> OjLi: J3 x>jS T^3_juj ^jvjo <b> /x-b5 

ci5 _/0 jjuJ i Sv-O I Q< jJj ^ Ij J^jOjS i 0 lo* O _>^l 

■ CjljuuI OJuol CjljuU^ CU jjjl 
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'Col j 3 J-a-u^I ,jliJ 3 a>l 





A 


B 


C 


1 




O 


X 


2 


□ 


=0+0 


= x+(0+D) 


3 


# 


=(0+D)+* 


? 



C 3 lJ^JLuj 3^ Ij jSI 

<=lJ> J^jOjS ciS JuJj ^jvjO jjjuJo 



{■/^•>^> ■ 



^JLLo g>>o 

U F4 s ju^ 5 A1 gc>>o 3I3J Ij B1 JcjJLuj ^_5vJLl9 JLuo 

= jj>Ajj)l ! j\ CjljujI OjLlC QSfUuJ .JLU^ jLjuJlS 

3 JuS jjuSZJ ^QJ5j9 c l^ JujlS BIO ^ U B1 J^JLuJ lSI^-aC^jO 

.CjljujI =$A$1 uL^JCklfc gc>jj 0 

F4 j*K 

jLp-^r * 3 IS 3 i_ 5 V ljuJ ^ 9 1 loo L c lS F4 jju Ljo , ^ ^_ 5 \j 0 ^pj 0 jjjLjO JuJLS j^jjI 

vL^jl = Ouo\lc j\ jjjUU !; - j ^Oj 9 3I3J (JjULjljuJ 3 < L^jl Ij B 1 J3-I-JUJ. CjJ L> 

j LjujlS I j F4 c lS jU jJb ^ 3 ^-^ JuJkS Cjl9^> J3j0>9 Oj.Juj^ jLjuulS jU AJl^t I j F4.JuJkS 

.JuS 

= $A$1 i.U 3 ^-JuJ 3 jJq-ajJ t-SljJ ^JLLbO £C>jjO - \ cJL> 
—A$l t j]cuuj t-Sljj <J^JLIax> gc^-jj 0 3 U 3 -a_juj t-Sljj ^jvjljuuu gp>jjo — T cJL> 
— $A1 £ 3 J 0 -JUJ L_S Ijj ^jvjljuuu gc>>o 3 U 3 -a-juj t-Sljj ^JUojo gc>jjo — T cJL> 
— A 1 £ jJo-juj 3 03 -*-*jJ i^Sljj ^_ 5 V Lju|J j §^jjo Y oJL> 
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I^T] File Edit View Insert Format Tools Data Window 



DATE -XV fv =A$1 





A 


B 


c 


D 


E 


1 


100] 


1 =A$ 1 








2 


200 










3 












4 













\ ♦<* 
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JcJjO^S t_Sjl_x5ul> /> ^jy_AjUU £>j>j 0 qJljuuI^ o£j 

jl b JoJ S ^JVJO ^jyS jSu^ J^JLuU CU ^jJ^JLajU jl Ij J^jOjS cSu IxXjuJ t ^jk^JO jl C_SjL-juUU 

lJ^-O jS jjuSZJ C_SljJ F4 JllIS jl c ^j 3-0 <Jj| j^.JuucS j a <^j{ ^SLgJ^JLuJ §^JJ0 juLxS2J 

O^LqJLjujI jSu.b jLj F4 jl Ol jl jjjUU t Jl-bS ^_5V|S I j J £J0jS (JjULjljuJ t JuuS O^LqJLjujI t g 1 loo CU 

.^.bjSjlj ^jyLJuuu cJb> ulod3> Qj J 3 J 0 jB U -LbS 
^jvj^Ij t-Sjlj.Su jlS qjI jl j-ui>j*j t-Sljj Lol CjljujI j 3 I ^jijL^ijj F4 JuiS jl 0 jIj 3 ^ O^lajLjujI 

/>bt)l J 3 j 0 jS jkp t_S 3 j lj jlS <jjI c J 3 JL-JUJ <=0 J 3 JL 1 JJ jl J3 j0j 3 O^jS ^jyS t_Sl> cb .O-juulq^ 

.Jlu 3^ 

Juj^s vl^l J 3 JO j3 JI 3 J jl lj J 3 JO jB jjjuO . C jljuJ I — A$1 J 3 J 0 j3 t-Sljl^ A1 J 3 J-JUJ! vJ LuO iSljJ 
jLujlS Lj Ij J 3 J 0 j 3 jl 3 J.( ^_syS ).Jlu 5 ^ jLuoS lj Ctrl + C 3 (-JuJlS vL^ul Ij J 3 J0j3 i 

u3SuI j 3 Lb i n 1 .juJlS tSLJS Cancel L jjuul t_s L q^ ouo\Lc c_S3j U.jujtS t-Sjj Esc juJ^ colc> 

Ij t-SjSu 2 > J3J-JUJ .(^jl^ jlj3 X 3 ^JSLjuJ CU J3j0jS JI 3 J CjuCXjuJ j 2> ClS CjljujI Ld> 

.ju j&:> jLiiS Ij Ctrl + V 3 juulS v^I 



E3 Microsoft Excel - Chapter 7 
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DATE o X*J f* =AJ1 





"•'"A 


B 


c 


D 


E 


1 


[ IQS 


tHI 

4,4- 

< 

II 








2 


200 










3 












4 













gJ>jjO O 3 JU Ij Jj^xjjS (_S 3 l> cSla> J^JLuJ jl i_Sl cL^s-li — cuSu 

_\aaS c3jIaSIjL> 3 i SVJlS . JNjljuUU 

jLjoS b Ctrl + H lSL5>JlJS -UiS v»btul Ij J £x>jS b> lSI^JLuu jl tSl «u^b 

cSb ji Id) J^JLuu (_Sjl_xSbl> jl (Judy . Juj^s # Cjuoilc b Ij — Cjuo\J-C b JLfcdii 

. JliJlS yj£L)$Sij — Cjuo\J-C b Ij # Cjuo\Lc jlLo ul5u0 



^ ^ ♦ 
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'Col j 3 J-a-u^I ,jliJ3a>l 



^ 3 J 3 J i_sld> J()j0>9 

.CjljujI V-Sj 5 Lp J^jOjS ^-S3l> ^ jB cSljJ CjljujI l _5^\JJo^I 3! $J 

: JLuo w 5 ljj 

■ JuJlS c_ajU Ij T 4 4 ^JlC A2 lJ^-Laju 3 ^. JuJkS i__jub \j \ ♦ ♦ ^>_X_C < A1 

(oljujI T ♦ ♦ <^^^).juj S I j =SUM(A1:A2) J^jojS < B1 J^JLuj _p 

(CjljujI 4 4 c lJ^lAju). JL-yl) ^-Ajb Ij =A2-B1 4 B2 lJ^-LjuU 3 ^ 

.juj^ Ij =IF(A1>A2,B1,B2) J^jojS < Cl J^JLuj _p 

A1:B2 LSl*J*Lui Qj c Lz^l*ju t ^ 3 —^ v_ 5 ^ c 1jljuj1^jo Cl lJ qjsjS ^_ 5 \j 0 b * 



■ CjljujI -) 4 ♦ jjljJ Cl JcjJLuU c l<t-uU ,Jjl 



0 Microsoft Encel - Chapter 7 



[»P] File Edit View Insert Format lools Data 



Cl * f* =IF(A1>A2,B1,B2) 





A 


B 


" 1 


D 




1 


100 


300 1 


1 =160] 


1 -100 




2 


200 


-100 








3 












4 













0 Microsoft EkccI - Chapter 7 


If] File Edit 
D1 


View Insert Format lools Data Window 
- f x =IF(A1 >A2,SUM(A1 :A2) ,A2-B1 


1 




A 


B 


C 


D 


E 




1 


100 


300 


-looj 


-lODl 


1 




2 


200 


-100 










3 














4 















O^b Ju^ cu lj J^jOjS 3 ^ IF \J$x>jS'Juu£ CaS^ D1 J 3 JLUJ J 3 j 0 jS <\j t \Jb Jb_juu 3 ^ 

3^1 Lz)3^l>uo OljuiJUU Gl> Ij Jjob 33J0 CU 3J 3^ 3J v^sldi J3 j0jS cSljJ J^judbl <j^3j. CjljujI 

. Jl^jujIj cu-vib I j OJlO&jU 1 qj&jS ^Su CO 3 S Jl^S 

jLujlS Ij Ctrl + A 3 =IF c JuuS ^jub jljjl 3 I 3 J El J 3 JLUJ v-sljj ! JUo 

J 3 j 0 jS 3 I 3 J V *J> CjuCXjuJ ^o . juub Ij A1>A2 J 3-® - >^ 4 IF iJ$ajS ^jjuuI JJ 3 jJLl9 ^juu^juJS^J 

oS ^ 3 -juj OJj^ ^jO^LsI ,juub cijjjb *bj \JL> /XjujI c IjlS^>' cb c l> 3 J 

gjb.^ 3 _juu jb b Jujb ^jO^LsI Quub ^-S 3 j. CjljujI gjkp jl Ljujj^ 3 t-S 3 l> 

J 3 JLUJ SUM gjb /) 3 ^ jJLs j^.Al JuJkS ^[9 SUM gjb jJLl 9 o^bsl .P'-^^yb vb^jul Ij SUM 

. Jlu^ ^uJb \j OK ^jul<ljuj 3 -Vyb vb^jl 1 3 A2 



90 Nesting 
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E3 Microsoft Excel - Booklxls 



File Edit View Insert Format lools Data Window Help 

find =IFH 



Type a questif 



FIND 

VLOOKUP 

CELL 

CODE 

COUNTBLANK 

CHAR 

NGRMDIST 

REPLACE 

EXACT 

CEILING 

More Functions... 



Tr- 



ig 





C 


D 


E 


F 


G 


H 


I 


J 


300 


-100 


-100 















-100 



Function Arguments 



JJiiJ 



IF 



Logical_test | 

Value_if_true \~ 
Valuejf _false \~ 



3 J = 

“ 5 J = 



"31 




Checks whether a condition is met, and returns one value if TRUE, and another value if 



11 






FALSE. 

Logical_test is any value or expression that can be evaluated to TRUE or FALSE. 


12 






13 






14 






15 






Formula result = 


16 






17 






Help on this function nic I r* nr^l 1 


IS 






1 1 



JuJtS lSJS CjljuuIj CJuCkJuj jJjljj 3^ 4 ^OjS jljjj j^.OljuuI OJuuj JuJub IF ^jojuI^ jJLs 

Ij A2-B1 J 3X) jB ( jjULjljuJ .JuS j\j \j IF ^I.JluS yjjb LolS <*Sj 3 

■ jujS cSLJS Ij OK 3 yjub 

^bj O3JU jSI ^3J JLQil3itJ LxXjuJ j\j < jjUuLuJ .CjljujI OJuuS J^juoS \LolS L&jlS <Jjl 

. JuuS Ojbl <jjJ 3 j b Ij <-S^bj 3 OJuj^ju l 3 L^J 3 j 0 jS 



J^x>^9 J 3 jo _>9 c 5 jI_xSLjL> 3 

03^^ 3 i ^ VjS lJ 3 ^ 0 - >5 1 QJ >Jq ^1 1 ^ J3X)jS cSj.OljujI uLujI 0^3-^ 

jkp JuJlS vb^jl Ij JuJi> J3JL-AJJ <*Sj J3jOjS U^jS ^_syS jl jjju^.JluS l-SjIjSjL> 

3 ^JLbjo g^rjjo t J3 jOjS u^jS ^_syS .JluS i3jljSul> Ctrl + V b 3 JluS ^SuJS J3J0 jB 

■ Ail Id* ^JjJ 3 j •JuJuuU \j \JLJUUU 

: JLuo 

=SUM(A:A) jujS ^[9 lj 3^3^ J 3 joj 3 « D 1 J3JLUJ 
=SUM(B:B) jujS I j smSj < El J3JLUJ 

= SUM(D 1 + E 1 ) JujS ^[9 \j 3jJ3j J3J0jSi FI J3JLUJ 

ciSjuI l_sL> cu.JujS l 3 jIjSuL> J3JL-JUJ cSj J3jOjS <*Sj 3 O^jS ^jyS lj l& J3X ) jS cLxxi^ 
CjuCX-ajO -9 J3XJJS < D 1 J3JLUJ L_SljJ .JL^Juijb c 1JLjujI^ J3JL-JUJ c LjuJ J QJ&jS CLjuJ 

nr 
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'Col j 3 J-a-u^I ,jliJ3a>l 



Ij X (JjULa-ajJ 3 V* jLjuJlS Ij Ctrl + C.JuuS V-J b^l = Ouo\lc u S ju \j SUM(A:A) 

£>jjO ( FI J^JLuU (_SljJ J^jO j9 j\$j ji.Ju9_JuU £jl> J^JLuJ (JJ UuIjJ3 CjJL> jl b JtjJii) C-Ji> 

.jl^ jLiiS \j Ctrl + V 3 v^l L> D1 

/>btil FI J^JLuu cu El J^JLuu J^jOjS (= Cjuo\Ic C>3-Xj) v _jviS lSIjj Ojlyi lj oLJLxC uIojSx 

.AjuS lSj liljbr El gj>jjo jl -XSJ 3 Jl«j 3 x:> 

! ^3^ A^l3> 3 j-CjjO 1 _jJ3JLuu J^Laju CU cLsejJij 

=SUM(SUM(A:A)+SUM(B:B)) 



^,U x 3L^3 jo> u^3>9l 



Analysis ToolPak , Analysis ToolPak - VBA 




gjlcp CUX-Q^ ^3 _juJ <^ju£U J^uoSI ^ ^JVjloj 

Analysis Toolpak cujuuu .ju^ 

t-SljJ .CjljujI gjb ) ♦ ♦ JjoLuJ T^3JO 

Ij ,jjI Jub gjkp \jj] jl O^lajLjujI 

Jujfc )^*LJ LxXjuJ oS CjljujI Q^jOjO. Jujl$ C_jl«£U 

±jj<> sjl^u jjj \j Analysis Toolpak-VBA 

JI33J3 ubj cb ld> cLobjj i-Sljj oS 

3 ^ jl Jjl9. CjljujI JujLo V^b^JUkJLU 

.JuuS C_ju^U lj ^jO-^jSl 



lfi> ^jvj^jSl c-juZi) 

. ju^ vb^ul U Add-ins <ujj^ Tools ^uo jl . 1 
. Analysis ToolPak -VBA 3 Analysis ToolPak , juuS vbs^jl lj ^jO^jSl 3^ j-^> .Y 

.juj^ SJS Ij OK .Y 

Ij Shift + F3 .jjI ojuuj cisLol Analysis ToolPak cu Jo^jyo gjl3j bl juj^S ^jv-^jjj Jl> 
Select Function CjuCXjuoS ji .jiu5 v^I U All 3 (Paste Function) x^fix^ jLuxs 

91 Statistical 

92 Add-in 

nr 
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I j gjl^ <Jjl ^XjuJ .JuuS CL >3J CjljujI OJuuJ COLjuJ^J *<Ss>(£ L uLuuuoli 4$ Qji 

.jul v. » .<o i Analysis ToolPak U 



lsI cuf)l J^jo^ 

■ ^>ItkjI OJl O to O L_ajj b*io (-SljJ lj i-Sl c uljl J^jO _>3 



/xjuuI c Lp > 'lj cLjuj t_Sljj ! JLuO iSljJ 

■ CjljuuI OJUuJ 

Part_Number A4:A12 «u>U 

Quantity B4:B12 «u>U 

Price C4:C12 U 

Jijuu cb »_sl ^Ijl D16 J 5 JL 0 U 

.CjljujI 2>3J>3jO 

={(SUM(Quantity*Price)} 
Quantity cu^b : cl^jj 
.juS ^ jo g-xxo 3 v>-^ Price cuob 



jjuul O^I^> jLuoS uLoj Jub Lcx-aJj kS\ culjl J3 j0j3 ^Sj usI^j “ cuSLi 

.jujIjl^Su U Ctrl + Shift 

\j jjj Jjjjo j9 D19 JcjJLuj ! U L uo 
={SUM(IF(Part_Number=C19,Price*Quntity,0)} 
.A663 cu-JI JJ|^ ^^vjo jj Price \j Quantity v>^° J 3 J 0 j9 




E2 Microsoft Excel - Chapter 7 



File Edit View Insert Format lools Data Window Help 
D16 - ft {=SUM(Quantity*Frice)} 



B 



Pan Number Quantity 



Price 



Total 



AJ657 

AJ658 

A659 

A660 

AJ661 

A662 

A663 

A664 

A665 

Total 



345 



205 



257 



413 



413 

517 

621 

673 

725 



A663 



15.00 



12.00 



13.00 



18.00 

18.00 

20.00 

22.00 

23.00 

24.00 



5,175 

2,460 

3,341 

7,434 

7,434 

10,340 

13,662 

15,479 

17,400 

82.725 

82.725 I 



15,479 



!JluS O^lajLuji uSl culjl <-Sljj jjj jl 



\j vjvjoLuj! =SUM(Price*Quantity) \j JjUlo J^o^s < J^JLjj .) 



.JuuS V_ftJ_>S2 J J^jO j 9 ^3 j 3 j\ 



jLiiS />& L lj Ctrl + Shift + Enter juJS <^uj .T 



m 
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'Col j 3 J-a-oSI ,jliJ3a>l — • — = 

({ } ) lfi> ^jS I jj . ^3 -juj ^jvjo ^L*jI \Jb JuiS c LwJ O^J b v-Sl culjf JjjjOjS .T 

.CjljujI V-Sl ^IjI J^JOjS (Jjl ^ JUlaS ^j^lit-JuUUO U Ju^-juJ ^JVjO J^JOjS 

J^jojS jujl jl^Su Ij Ctrl + shift juu^S jjuul coj oLoj .Y 

Juuj j^\ .VALUE! ERROR: jl&:> oLuuu 3 QjljuuL^jo I j jjj jIjlqjo 
J^jOjS j\$j \j ^9jJ> <^Sb jjjl^Io b b (J^JLuj i jijuljJ3) jLaJul9 I j F2 JuJS 
- x a s jLajulS ^0sj3> b lj Ctrl + Shift + Enter jlJ^ ^Ljuu (^jjul^juu . juu^S ^L^jul 



i_Sl cbljl <-Sld> Jc^oji) {Jjjszj 

<3j*juub*jo l_Lsg ciS.JuS 1 _ 5 \jo Ojj£>$ ^ cLt^b*- l_, oLjjubto eg|_J Cj 
eiS Ju 5 >.i 1 _5 vjo Lxjuj eg lj ulSuol g^jl CaS^jo cUq 9 L> _p guLu 0I5J. ^3 j 1 _svjo jlli 

/>L*jl lj JuJlO ^ L- 5JbuO Juubo Ij OJlOS-U oljLJujb^JO 



U ^-SJu^aj cSld> JcjJLuu CoLjuj jO i-Sl °uljl Jcjjo^S 



Cjl£S> jjuSU 



0 Microsoft Excel - Chapter 7 



File Edit View Insert Format Tools Data Window h 



AS - fv {=TR AN S F 1 0 S E (ra n g e) } 





A 


B 


c 


D 




1 












2 


Year 


Sum 








3 


1999 


5,251 








4 


2000 


6,452 








5 


2001 


7,532 








6 


Total 


19,235 








7 












S 


Year 


1999 2000 2001 


9 


Sum 


5251 6452 7582 




10 












11 













<\ b Ldi J^JLajj j\ kS\ c t f s>b 

jLjj3 b Ctrl + C s vb^ul 

c tx>b b UsJLuj 
3 Juj^ CjLJuub * o^jS btxil 

.juuS v^l \j Paste Special cug^ 
Paste Special tsl .plS ^ 

^3 Paste link />b eg cugS< 

l_, ulSuol ^1 LoouJ eg CLiujS 

Ld> J3JL1UJ eg \j ld> J3 jo_>9 <*£ Jlq>^ 1 _j\jo 



c6 \j Transpose />b eg i.s^lp Paste Special ^s\ o^bto ^ 15 jj^o 



( l _>ja 5 Lc jj 3 i_S^>3jixC eg ^jvJlSZj) Ju$ <-SjljtSjb>' (jJbito OlP^> \j Oili 



93 Temporary memory 
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C^JULajUUO 



ojLlc ^.juuS Paste link oIjjoj 5> cp I j Transpose cupjS Apkp bx-Pj 

■ JUJ^ ^JVJO JJU&J I \j t-Sjl-X5ulb> Cjl^> ClS ^jJl^ JujLuUU Ij <Sb JLukp ^JVJOJ LcXjuJ 

>> i>L> 



Ij JP 3 JU <Sb Jujl^ju b -LuS O^lajLjujI v-Sl cpljl <SbjSb oIjjoj^ cp TRANSPOSE £j\j j\ 

.-LuS ^b*jl ^-SjliSubr Cx^> jjusij oljjcxd* Qj 
vb^ljul JUjjSj Ojljul ^jyl^ljul t-Sloi C^jLjuJ 3 I&jJcLjuJ I \j l& J3JL-JUJ ^l_XS2Jt l_Lpl 

.J LuS /XjuuI <^jS^> Cp <=pJ>b 

cp^b ojIjjI .cjljujI ojuuj ol t-sljj Range /xjujI <^iJujS vb*Ajl U A 2 iB 6 c pc>b 
^iS JuoS u b^iJu I Ij i^Sl cpL^b A8 J3JLUJ j\ pQ > juJ b.Juuub ^_5 \jo (03-i-juj T 3 jJcljuj Y) 4 Rx 2 C 

(^jjoSLc Cjl^> Lo I Ojljul ulcxd> ^jA 5 p).JuCub 2Rx4 C U I ojIjjI 

=TRANSPOSE . jLii 9 f, Ctrl + A ol jl 3 ^3 \j jjj J 3 X 5 > . ) 

jLii 9 \j Ctrl + Shift + Enter 30 ^ lS, lilibr L> Range /x^L-o^ jLii 9 f, F3 .T 



■ 



CLjuU^jI^ l J^JLuJ QjU J lK^U ipfcjl 

3 ^ jl l& <juu b Ju 3 _juj ^L*jI ^Jla9 cLxjjjyjlS t-Sldi ohj AJJI 3 J Iq>Ju 3 jU 

. O 3 i-QouO CLiu^JjlS 

JuuS 1 ClSjJ <*^b A 1 J3JLUJ ! JLa 9 CLjuJ^jI^ t_Slo> ClSjJ <Ju«J A)3 jU <Sb Cjl>LuJ t-SljJ 

■ JUi^ jluuixS \j JJUL)\ 3 0.bjS I J B1 J 3 JLUJ t -P3jJ C&jJ Cp 3 = 



^3j ^jvjo jISj OjJu cp /)3^ u^-3..;-A>b ^<P>3 cLjuj^jIS <ju»j Iq>Ju3jU /xjJaJu ^S\jj u^3j 3-^ 

■ OljujI jj O^LjuJ Lol 
■ Juzxqjo j I p Q >-*jj 1 ^jjj3 j 

B 1 J^booj t JuuS vI^ajI I j Window ^3-^0 j\. — <*_jub t A 1 J^^-oou 

■ Ju^^ jLuJlS Ij jjupl 3 vb^Ajl ijijub^ C&jJ j\ uS^b \j 

. I JuuO IS J I p 3 T ^jA»3 p 



94 Active 



m 
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Cbol j 3 — = 

cjSjs> v-sljj I J) jLujlS Ctrl + Tab 3 JuuS ^_sy^ U B 1 J3JLUJ ,ju3jj Ijuuo cu 

OJuuij jU I-S3JUO jl 3 JuJ^ CjljujIj 3 Ij A 1 J 3 JLjU. 0 b V-Sldi c \uuJ^fj\S <JuU 

.Jujjj I j Paste link cujjZ 0^ \j Paste Special 

(_SOUL ) jjll 

I3 li (CjljujI J3jo> 9 t-S3l> ^jyl^cjJLuu ) ^/>JLax> t-Sl^J3JLuj ^jylpj 3 

v-Sljj ^Su JJI3J ^jvjo (jul OJuuj 0 ^ 1 ^ J$jOjS Jcljuj 3J ciS ^jy l^gJLuj) 

. JLjuJ L J-juUlS I O I jJj 

OJUuJ uloj { X jJuuU \j t Q 1 lo jQ 3 ^_5y^JuUU ) Ld> ^/Ooujl j\ O^LqJLjujI 

Loouj Qj \Jjjdzj qjI.CjljujI JuJlo joJJlo uSl^JLuj uSybjjl 3 t-SljJ 

. uLuju Ij Iq> J3X)jS Liybjjl 3 

t-SLob ^J^juO^I .JuuJ ^JVjO ojlhoU ^Auditing formulas. <^>^>0 JjjI T» »T JjuuSI .p 

.cj^ib fi b Auditing JjjI J3; 0 j I v _ s Jbs 



J3 jo _>9 i U 

OJuuJ jb ^3 ju 0 jl ■ JlajuS '-SLaJ^ CjljjuIj 3 vl^^l I J <-SLd»jljjl j\$j j I 

^ Auditing JjjI <W 3 T ♦ ♦ ♦ J_aju5I .p.jl^ vl^ol U Auditing formulas 

j\ 3 CL^IS CjljujI^ 3 o^jS vl^jl U l^jl>^l jl^j jl _>fi»Ub L^jI_)jI j\$j 

Jjj\ j\^> 3 jit \j Toolbars jujS vb^l U Customize ojuJj jb 

(Tools ^Auditing formulas <Jjuj5I iS&j* jl b) v^I U Auditing 



95 Auditing 

96 Precedent 

97 Dependent 

nv 



www . IrPDF . com 



www . I rPDF . com 



http://amar80.blogfa.com 



juUU l 3 Jsi juJ Qj \ />JlQjO JcjJLuU <=U 

/>JlQjO 3JL1UU CU 

jljjl jl^j _p Trace precedents 03IJ 90^ v^l L> A1 JjJLuu 

oLio lj J^JLuu o^l .pjiiLo ^L^J^JLuu c^> t^Js.-opS Auditing formulas 

■ Ij Jjj Jll3>Ij}J> 





A 


B 


C 


1 


'm-.--.___2 7 






2 




13 




3 




14 




4 








5 









CUjuUU 1 3 J^JLuJ Qj 

.p Trace dependents u^Su! ^-S3 j $1 (J^jOjS U3Aj).JuJ^ Ij A1 J^JLuj 

^JVJO uLuUU Ij ^JNJ LpJ^JLuU OJUuJ ^btjl <-Sl& <^LdS CjLJuUUi* jljjl 

.JulS \ 1 i a 1 1 A1 J()JLuJ CU CUjuUuI 3 





A 


B 


C 




1 


13] 








2 










3 










4 






^ 41 




5 






^ 28 




6 











cS JuC^O tSLpJ^JLuJ <j_«J CjSjZ> 



>\ C U9L uLcx^ p J^JLuu cp 3 Oi_«juI J3J0P <-S3l> Q S \j 

,_syl juJs ^3 j.jlp 5 SJS Trace dependents tSgy (=B10 JLu> «_sljj )-pjlS v^I 

.Jujb JlsLul (JjjlIs .Oao.o cp b JuJiS cSbJb Jj 3^ <-5uj 



b oib jL*jo 9 F2 c 



cuLajuu^ 3 _/d JlSjo oSlpJgJLuj i_Slp JuJS °OlSl>£> (_Sld»jjjLjo 

Ctrl + [ — /jjlsLo J3JLUU 
Ctrl + Shift { — /)jLsijo csl^JLuu cto^> vb^l 
I cusb -P3JJ ciSp l jjjcx^) p <-S_> 5 bi J3JLUU cp ciS l 5J3JLju <-S3j 
.Juki Jud5>lp> u Xl>_».V.H.O /JjLfijO l^l^JL^.JujS '-SLJ5 Jj3^ 
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»Col j 3 — ■ = 

v-SlpJ^JLuj Qjysb Ch^ 2 ^ *-SIjJ <-S3^> ^jJcjJLuj ^S$j Jj3 ^> — 

l _$JL 29 j2 > />JlQjo 

.jluS v buJl U Edit ujuljljuj 3 Options cujj^ Tools ^^juo jl 
.ju^ ^LJb Ij OK 3 Ij Edit directly in cell 



lJ^jo jS qj qJLjujI -X^ /)Jl9 

l_S3juo jl.V^ ^jsjo />b*j| cbLJuubtjo ^Su jb jji> JujIaSu />J3 lo> J3 j0j3 oLljujI^uo 033 ^ 

jIjjI 3 I 3 J j\ b juuS v buJl U Evaluate formula oT jl 3 Formula Auditing Tools 

.jl^ ^SJS Evaluate formula 03IJ kS$j Formula Auditing 




oLljujL^ix) <juu ^ jlq^^ ^jvjo Lcx_ajj qj \j uLSuol <jj I Evaluate formula v3l 6 j$\s*lo 
gJUox) J3J0 jB j\ ^jCocx-juaS QjljujL^ix) 6 ^>d j\ b jujS *SuJS Step In v333.ju3.juj b *uL> J3JOJ3 

.-Xj 3 _Jj 



ln>LLr> lJv-juujjj 

Q^UCXO JJL& ltl> jl Jjob j^j^.CjljuULU ltl> jl <3jlc J^juoSI i3l^J3JLuJ L^J3 jO - >9 

.JuS jjloS \j l&lb> ^1 _XS2J Cl5 OujuUL ^JNjlpJ^lj Lol t CjljujI 

L^J3X) - >9 JL&k^ ^SucxS Lcxjuj cp Juuj ^luu 03 j 3Jj^3J J3j0j3 ,joji3u v_S^-^3j 

oLujujbijo cUauJJ jSI ISERROR J 3 j 0 jS b IF J 3 jo> 9 ^j^jJ.JujLuuu jSu^ <3lpJ3jo>9 C» 3 j^ Ij 

i svjq jlj Ij TRUE jl^juU oLuLujI 



m 
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: JLuo 

jiuS v_ju Li \j 100 A1 lJ^JLaju 
\j #DIV/0! v-j c Lljuj b*jo . — A 1/ A2 ! JuJtS <^ju b I I j B 1 J^JLjuj 

.(A2) -Xj_b /Xj^uULfiJ jSL^> jJ \j (_Si J lC ClS Ju I l _S^JO jJjiJLU l_S^ Loj lla> I ■ Xn^.b 

! J^JLuU \]ol> <Jjl (JjUU LoJ j I l_SljJ 
jjvjo _>j Ij TRUE vlspr J^jo _>9.=ISERR0R(B1) \JujS ijl3 \j J^jo j9 Cl J^JLuli ^ 

COjuUi ISERROR J^jOjS) .ijb I )c£> ob_»jjL3KJO E ' . J3 I— *jl>< I _^jSU . Ju I . b 
.(oljujI ojuJj S 9I3 Paste Function «_sl o^bto .pb ^ Information 

=^(01,0,61) :jloS ^13 \j IF J3J0 j9 D1 J3JL1UJ .T 
— OuoMx U^JU \j L '3 jO_>S t Cl J^LuJ jl.jLuS k jL > 5 jj J3 jO^S bj l_j L^J3 jOjS .T 

. JuJiS <-S j I jbj Cl CO D1 ji 3 -O-b 

B1 i_sL> co 3 0 i_sL> co 3 JuJi5 ,_ss*S = Ouo\Lc O3JU I j <J$joj9 < B1 J3JLJU j\ .Y 

■ JuJlS <-SjIjlSuL> 

=IF(ISERROR(A1/A2),0,A1/A2) ^ - c^ 







www . IrPDF . com 



www . IrPDF . com 



'Col j 3 J-a-u^I <jCj 3 o>l 



Ucl> i^3 L> i-Sl^JLuu <-Sjl_X^ Cjuo\1_C 




^jvjo j^Ub J^Ljuj ^ t-Sjl^Uab*' v-SlpJ^JLjuj Ouo\Lc 

CO Juul^j U JuuLajUU^ JjL 9 ^JvS-bLuJ CU Ju^-juJ 

. Ju3_juJ p^9Jl> 

^ cCS-> 

L, Go To... cu jjS Edit ^s^juo jl 1 jlcs L, F5 .) 

.jujS btiil 

C.JS Special ^ Go To... «_sl o^b^o .plS .p .T 

. JlajlS 

.jlC v^»l L> Formulas ,Errors isb cu>S T 

.jlC CCS Ij OK .£ 



T ul»3j 

.Jujjj jISj jblb> i-SlpJ^JLju <_Spjol Cjj 3 <_Sjl j£ Ouo\Lc <-Sl_>j \j lSAJuJS-uj 

*_>L%jul aS__)J c lo^& Li jLcs Ij Ctrl T - A . \ . as s jl_jS JLsd J 3 J— »jj Ij A1 J 3 J— >jj ■ I 



.^3_ juu 

.jlC vb^ul Ij Conditional Formatting cu,j^ Format ^ 3 ^ jl .T 

.jlhlS v^jl L> Formula Is < I p T 
3 jlC CCS Format lS 3 j JL>.=ISERROR(Al) i-uC pub J$x>j9 CC p .£ 

.joe 

v b*C Ij ubj-bu v 3 JJuJ^Ljuj 

,jujS c^LaJS OK .0 



^LdiLko »cylr!^A 

100 1 jlC v_kjU A1 J 3 JCJ ji 
.ib Jail 3 > uLujj Ij #DIV/0! (_Slla> <^j_»jubsjo.=Al/A2 JuC pub B1 J 3 JLUU p 



99 Tracing errors 

)X) 
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Error checking 03IJ 3 ajuS L> ^ B1 

(J3j0jS Jqx>j9 j\qj V-? CIuxjuu U35L)I 



S Microsoft EkccI - Chapter 7 



File Edit View Insert Format Tools Dal 

B1 - f* =A1/A2 





.< 


1 




2 




3 




4 




5 




6 




7 




S 




9 




10 




11 




12 





<T> #DIV/D! I 



Divide by Zero Error 
Help on this error 
Show Calculation Steps. . . 



Ignore Error 
Edit in Formula Bar 



Error Checking Options. . . 

Show Formula Auditing Toolbar 



JujCX-juUC^ >*. jujulL^TjJ 
Ipjl vl<Pr ^jvjI^JLuU i i. r\ jujC) 
c-S^juo <_ 5 \jo ^b*j| <=b JuujU ltx> 

^-S3j jJ <^udS ,jj)j>lo jl lj >uLjo 

jjU LjO lS^juO t QJ >Jo j I . j U \±r\ jlI jC) V^jljuUL^jJ 

t Uo^ Ojlrp cb Juulcp ^jvjo Lcxjuj 

OJl&Lujuo 3 U Ol> OJu-blj < J 3 J 0 jS u^juIjJ 3 

Show Calculation is$j ^SJS U J^I>o 

. JlajU Steps 




0JuC>jJ> gJ^I^ 



<- 1 ^ JujlS J 3 JLUJ I j l _ 5 J 3 j0 - >^ Lo^juO ^ 3 -juj ibwl ^jvjloj ^ ] 0JuO>jS> &>jJO 

gprjjo uS 3 l> c-Sl^JLuu g^>>o jljjl .JuujL />Jlqjo J 3 JLUJ ,jli:> 3 > <3ljj J 3 JLuj 

Cj ulS ^3 jkp CU Li J3 jO> 9 jkp CU ^sJLoj^I 0 LSL) kSj LoouJ jSI .JuS ^JVJO ^^^IjuJUO Ij 
£\L^>I I J ul 3 kJljujS \j U Cl> gjuuO Cjl9^ Qj JUJI 3 J ^jvjo JujljuLu ( ) 

. JluLoJ 



100 Smart tag 

101 Circular references 
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'Col j 3 J-a-u^I ,jliJ3a>l 



0 Microsoft Ewcel - Chapter 7 



File Edit View Insert Format Tools Data Window Help 

D3 - fr =SUM(D:D) 



D 


E 










f a! 


1 



B 



10 



11 



12 



13 

14 

15 



100 #DIV/0! TRUE 






Formula Refers to Empty Cells 
Trace Empty Cell 
Help on this error 



Ignore Error 
Edit in Formula Bar 



Error Checking Options. . . 

Show Formula Auditing Toolbar 



Circular Reference 



$D$3 



’‘D U* ^i* 31 



\ ♦ Y 




Iteration jJLs <\j lSjucxc s OJul j\ JluI^j LxXjuJ 

CIjIjI Ol kJjjuS cSljJ I j 3 -1^-^ Ij ^UljujL^uO uLSuol jlj&J ,Juu£ O^LfiJiLjujI 



0 Microsoft EkccI - Chapter 7 



1 ^1 File Edit View Insert Format Tools Data Window 



B2 - f* =A2*B1 





A 


B 


c 


D 


E 


1 




S5. 47003 


+ 


=B3-B2 




2 


0.17 


14. 5299 J 


1 * — 


=A2*B1 




3 




ioo' 








4 












5 













. JuS 



: JLuo iSljj 



(VAT) '* T oia>9l [JjJJj I oLJLo §JCX> 



oULo 03-v ) — B3-B2 juj^ v_ju l> Ij < B1 

.(CjuuuI 

0.17 : L_jub \j oLJLo A2 J^JLuu -T 



102 Iteration 

103 Value-added tax 

^ YT 
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jujS \jOK .( VAT jIjlqjo clljujI^jo) =A 2*B1 JuuS ^jub I j J30 jBc B2 J^JLajj .T 

gc>>0 jltx>l j\ b 

ojuuj :>L*jI B 1 J^JLuj <^jub I j \ ♦ ♦ jIjlqjo t B3 J^JLuj p ■£ 

B2 J^JLuJ oLJLo jl-XiLo L^uO J03J-JUJUO obJLo O3-V jlj^iLo ^jljuU L^jO . CjljuU I 
^Ijj. jL^juub < -c*-jou 1 3 Ij j l^-> o L ljuu L^jo olSuol b jujLvjj Jls^9 \j Iteration ^^juj^.cjljujI 
\j OK 3 o^^joJ vb^ol l> Tools -> Options -> Calculation -> Iteration ^1 

LcXjuJ ^J^juUlS I . j LjCul9 

^1 Jl£j Cl5 Jlq}^ ^_5\j 0 Ojbrl 

I -X52J ) JlajlS QuLjlSJ I j Lq^j Ij^J 
c LljujL>ijo J^jOjS ^ 

^Ijl^j ^ ^jOboj b (^3 -juj ^jvjo 
. ^3_Cu ^0 bu I JjO b> O LjljuJ L^jO 



u£ ^JLuoSj yudbuoO 



Color Internation al Save Error Chedong 



View 



Calculation 



Spelling 



Security 



Edit General Transition Custom Lists Chart 



Calculation 
® Automatic 

O' Automatic except tables 



O' Manual 

0 Recalculate before save 



Calc Now (F9) 



Calc Sheet 



100| 



0 Iteration 

Maximum iterations: 
Workbook options 

0 Update remote references 

1 I Precision as displayed 
I I 1904 date system 



Maximum change: 



0.001 



0 Save external link values 

1 I Accept labels in formulas 



OK 



Cancel 





A 


B 


C 


1 


X 


y 


z 


2 


7 


4 


=A2+B2+C2 



■ CjljujI gprljjO b t-Sl OjjL Jc^jOjS jl ^jJLiuO ,Jjl 

,jz > I ^jJI 3 TT t-S-Xs^ ^3^ j^.^3-juj ^jvjo 1 1 J3I ^3^ vlspr /xj-^ J3jo> 9 <=b j5l 03^ 

JuS ^jvjo jj^Lb jilaal <^u 1^39 CjuL^J b cLljujL^ijo l_sL> Qj J^uoSI l_Sv> I30 Ouul^t Lol 
^JVJO jIj 3 jSL^> /yjb \j £\b^)l Ijjl 3 CjljujI 0Jul>jJ> loouJ J3 j 0 j 3 ^ <Jjl CU 

Option .^3 _juj ^aS3juo J&j 3 ^3_juj cLljuuL^ijo ^jOLaSte b ^ v-Sjl5 0I3JU JuLuj.JLd>^ 
Qj JjU jJ ljj| <^SuU j^I -jlj^b />b CU CjljuUU 5> ^JvjuCX-JuaS CLljujL^IjO tools 



cSljj /x^rjjuo 3 JljujL 2>3j>3jo «w»L^ jjJuo 2>3_»jj ^jvjo 0^3! ^jJLoxSu ^jJLkuo 0I3JLC Cjl^J ^jyJUao ^ 

L _SvJuo\Jx. L ^jJLjcxSu ^JJuo kS\jX>\ 3 Ijuul.JuLoJ cisLol I j c-jJUao qjI CjljujI cijLjuuub <=1^103 OJuukp* ^\Uol 

Cht-fSj OJULJUUU3J jJ JUujU viiL^Lo^b l _$ 0 L^> I jjJuO L ^jJLuCxii jjJuO jS\. CjljujI OJUuU 

. Oljuj I jj&slo 



1T£ 
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'Col j 3 — — = 

3^ l>jl j.b J3 j0jS CLljujI^JO Cp jjj U ^ Ojl>l J^JuO^I 

! OljuUL £i <3Juj5 

jS\ /jbtil cuju^^ j3^ ju^ v.so^: (Maximum Iteration) Ls> -1 

vLuUL> <Jjl L jJjUL-I JLdil3J> j 3^ L>\Lla^l CpLJujbfcJO jb 1 JuujL \ ♦ ♦ 

. ^3-juj ^jvjo QjljujL^iX) J3j0jS 3 Jup /xj^I 3^*J lj 6 Jul>jJ> J3j0jS v-SLLl> 

jIjlqjo oT oljuuo Qj c lljujL^jo ^_5vJl2j :(Maximum chanQs) bip.^sj - T 

U.bj j3^ JuJkS lo * J 0 y~S$j Ij jjuO Ij b I jSI \buO .^3 -juJ ^_Ju»^L> cU*lajU j.b 

cLljujI^jo jb ^Su JoiiS ciSJb Juj ^jvjoJ 33^ jb 1 ♦ ♦ jSu.b J3J0 >9 JuJub 0 jl jjucx^ jjulSj jSI 

■ JljuJ CpLJujbfcjO j\j ) ♦ ♦ JljuJjJ ul jl (JJJLU 3 ^ jjulSJ j$\ Lol ^3 _juJ ^JVjO 



! JuuS CL >3J JLuo JuC> cu 

j.b jljSb V».SljU U.bj b ) ^/X^-Cub 0.bjS jbfcJO Ij jljSb C^ . JujjlSu jJqj j.b Ij \Jb lJ3-L^ 

CL^-uLi Ju^L> j+f&j U3^./)u^ijlj d±j£ vb^jl I j 0 ^JlC jjuSD ^jJjjLjkxJLU ks\jj 3 (option 

“A £ . . . . £ ” Y £ £ 4 I J X \buO jS I Lo I ^ j JlQ^ 13 ^ j 3 ^ J b 1 * * jJJUU ( ^ ^ ) CjLJUJ I 0 j I ^jjUUU 

CpLJujbfcjO <^Sb .baS ^jjUL|! ^3-juJ ^JVjoJ ^bj Ij fiS ls>\$ 0 Q^uuJ U3C> j\ jB 

j3^ 4 ujuy (- C \)+T = -0u3J> />uJb± j\jB _c l Ij X J.SI 3-^j^S ^jvjo >obtjl l _503xlS2jo 




Ini c Ljuj3jjIS qju l^L^Aj^aj 
c LjuJ 3 JjI^ kS\j$SjJj\£ QjU Ju^jJ 

J 3 J 0 JS L OJuuj cLj^LuJ l_sLq^Ju 3 a t; | • 
OJuuj cijL>LjuJ v-Sj.Su^ cp cLjuJ^jb ^Su jl ^jvjoLjujI Ij Ldi ci^jJ JLajul b ^ l jvjL^Ju 3 : a :; ! • 
oljjOd3> cp b c lAu 3 *!jlS cp Ij i-Sl ci^jJ ^ ^jOboj.Jul 

^b^jl CL^t-uLi ,JjL^ 3 -juJ ^JVJO JjLiuuO -XjJl> CLjuJ^jIS CIj ul OJuuj UUj^J ^JVjoLjujI 
.CjljujI Ju Jl> ( <^JLjujl 3 J>b vJLd) L_SLq^Ju 3 jJ 3 Ju J l> ^JVjoLujI 



^To 
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/>JlQjO L_Sl& CLjuJ^jL^ Ju3_juJ ^bul ^jOloj ^ 0c ljLAja5LjuJ lSIq^Ju3jU • 

CU ^ JuulS ^JVjO I J lSI CLjuJ^jIS ClS lo j . Ju^-juJ L*J L> V-SLajUU^ 

CLjuJC^ CIj U ^_SyS I j CUSU CLjuJ^jL^ <jjULa-ajJ 3 CjljujI CUSb Ju3jU 

3 ^sJL^I uLl^uO^ J 3 I CLajJ^jI^ ^JUO LfiJL) I L_SLjuUU J kSjS>J$ 

■ Ju S ^jvjO Jdi> ^SLuoj^ Ij ^3J> ^jnjIjuuI 



V-SJJ 3 -U vS\jfc]$x>j9 gjj^juu — c \jSj 

Iq> J3JL-AJJ j\ i-Sl cL^b.JuJ^ O^lajLjujI Iq>Ju3jU j\ 5 $<pr ^b*jl l_sIjj PSStG SpGCial jl 

3 vLaul >-S>SL)i c cU3jj 15 U l_> ^jJ^JLju iJuJiS (_ss*S Ld> U \j 

Paste links tSgy v l^l U Paste Special 30 :^ <SJS oljujI^ 

\.-.< .<■!< 



I 



cLjujcjjjI^ jb /> Ld>Ju^jU < _snjLuj - ) j$j Qj />lsiu JJob 

■jLuS uiiiejul \j Edit kSjjj—mu {jjju^-uj 3 Option c g jj£ Tools lS^juo j\ .1 
.jujS CL \j Ask to update automatic links ^jyl^Lul <^SuU i Edit kSjJjuuJ .Y 



Iq> Ju£jU ^jjUuIjJ3 (_sl 

j^jJLjuJlSLjuJ JuuLo lS Ju Jo O UlSLol 2002 Jjuj^I.jlu^ v_^L%juI I j Links ojujS Edit lS^juo j\ 
IpJLls qjj <-Slla> <-Sljj <C JljJjL ^s^jo l^li \j ' V v_>.>.?.^>3 3 ' ^.03^ 

. V 11 Ail o') Jl*J?jO 




105 Broken links 

106 Break 

107 Check Status 



^ Y1 
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»col j 3 



*-S^3j 3 >°Uf! 

.juuS ^o^Ljjjjs \j i-SJu^ usl^Lls o -\-juu jL os^j 3 jlhlS CJLS Startup Prompt jJS <s$j 



Startup Prompt 



When this workbook is opened , Excel can ask whether or not to update 
links to other workbooks. 

©ILet users choose to display the alert or not; 

O Don't display the alert and don't update automatic links 
(...) Don't display the alert and update links 



OK 



Cancel 



L&Ju^aJ 

lo ju^.juutS Break Links 3 -^^LuJU I j 

^JVJO C_9 JO CUSL Ju3jU J^X) j 3 3 ^3-JuJ CLLjuoSLju^ l& CLju^jI^ ,JuU 

jLkol 

jl jl OLuuljuJU 3 J^*-*^ j^jv-ajJjjj OjIjj^ 

. JlajlSLajUU Ij Lq^JU3jJ clSjjI 




£juuO 



^jl& j.b I j CLjuJ^jL^ <^SlJ <3jaS jIj3 JojO ^ JLd>^ ^JVJO IcXjuJ Cb Ij ulSuol <Jjl gjuuO jJuLSJ 

■ JujS ^^ 35 ^ v-SjSu.b L Ij CLjuJ^jl^ <^u v-SjaS j\jS JojO U jj-l£j <^-Juuu.b 

.JuuS ^joLujj j 3 j cu v-sljj Ij link c ujjS . ^ 
.juutS Change source is$j .Y 

. JujS clDJLS JuL Ju3jj OljujI jIj 3 OS' i^Sl c LjuJ3^!j^ V-S3J "Y 
■ JU 3 _juJ ^JVJO j 3 j CU JojO ul U 1 &Ju3jU />IoJ.JLla5 Ij OK .T 



^ TV 
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qjLujIcp^lj ^_9 Jl> 3 I&JU 3 -U jj s£j 

CJuuj :>IojI vJvjoLujI oA+juj$ Oj uSJu £ju IjI o£ JuJu^j JuJiS ^ cilojjo 

CjljujI 

.JuJ^ vL^jul U ljJsJLuj .) 

.juuS iSJZ Paste list ^s$j 3 < jua:> jLixS I j F3 .T 

.jujS l^oljJuuo Ju^juoA ul ^_9Jo uIaI^ <=l5 Ij ^JVjOoujI .Y 

. jLiiS Ij Ctrl + F3 .Y 
. j LaJul9 Ij Delete 3 ^L^jul I j juuj ^_9jo' qS \j ^_5vjooujI .0 



<^-9 Jo 0 I 3 J L _s^o Ij L 5 ylfiiJu 3 : u 3 JubS Ij Ju 3 ^ — ^ c lJL>jjo 

JuJ^ l-Juu 

. jLA_d>j jLii9 \j Ctrl + F A 

^ jo oSIjj ouo\Lc ^.sI^I j> ^jio cu i_sju 3 ju J 3 joj 3 jA.( [ ) jlul£ v^utic Find jJL 9 -Y 

. JuujL 

.JujS J 3 JL-JUJ J 3 j 0 jS i33J*JLjuuo cb p q>juJ jb jA .Y 
(. JuA^ />b*jl -bLbol L Ij qjI ). JuJ^ <J) Jo Ij L_Sj 3 ju*b j+£. 3 cbLjuukp^li l-SLq^Ju^ .Y 

. juaS t ^ -Ajjj )j lj La o ^3 L^-O Y ^-Lo^jo 

L> ^iJL^ vsl o^lox) qjI.juj^ vL^jI U Consolidate Data jl .1 

.JuS ^jvjO v-S^LbL 

Ij Lpjl juSj ojLjujI c u-jujl 3 oli ^ju 3 ju cb All Reference jJL 9 jl I -Y 

.jllA^ jLujl 9 Ij Delete 3 <*_-> Utiil 



.Jlu 5 Ij LaiJu^j^ jilS — Y <rJL>jjo 

.Juji5 v^l U Links cu^ Edit vs^juo jl .1 

.JujlS vL^jijl AajiS l__)jl CU l-Sl&JU^ Jl>.Q> I jp* ^ Ij *_S I /XjujI .T 

.juj.5 <SJS Change source is$j T 



108 Consolidate data 



^ YA 
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'Col j 3 lA>J3-°I 



^^JSL ) ) ■ JuJ^ L*1 j I \j JuuS jl^ ul 1 ^oj^> *-1^ Ij v-Sl cLjuJc^jI^ i cLjuj^ j.b .Y 



JuJbS -XJ^jU CU Ij c \uuJ^fj\S 



.J^ ^uJS Ij OK .0 



.JuJl 5 6 jj 3 o JuJc> l-S^^ b lj c Ouj3j;IS — 0 qJb>jjo 



olj t CjljujI OJuuIju O^jjuoU Links j.bl^ j.b 3 CjLJuuui> 2>3J>3 jo c USIj Ju3^ c I_juj3^jIS jSI 

JuJl^ OjuL>i> Ij CjljujI CLjuJ^jL^ ul CU Ju 3^ t-Sljl^ Ij ^S I ^3^3 ul V-SljJ 

Qj Ju Jc> ci^3^jI^).Ju3_juj ^jvjo l9Ji> 33J0 cu I&JJ3JU .(Links ,^9-sb) 



.JuJkS OjuL>i dkpfcJ-b ^jvjoli L Ojbj-b Ij CLjuJ^jIS .(^3_juJ ^JUO JU3jU 



<^j_*jjbto £ulu 0 >*J>S ( IpJcjjo^ Oa> 

yol^fcjl j t jjjUU Ij ^pl X a a a a A f^> jQjSZJO oS> CjljuULU ^_5\Jl£LX) Qjl lpJ3J0>3 jl OjLqJLajuI 

CO ci^Lul Km ^S u Ju QszjJJ JuJ> iJqajB i-S^LiJ ^IjtaJ OjjJ>.b. Jujl J l^Su jb oIjljujL^jo 

^JjLajuuo LdXJu3jU i CjljujI^ Juui>l3 > v-S^Lj LdX c \uuj^tj\S t Jujl.b jlu t-S^Lij jIjlQjo 

,jSu.b v 3 ldXjuC> 3 XJui a 1 1 jLuU 

Ij ^_5Vj\Jlj O\1 ^LajUU 0 b J&JuS c OtjJu O^l-b CjljuJ^ jl O3JU Ij ^ J3 j0jS ClS CjljujI V-jl>I3 

jl JuljujIj c LLjujI^ £\lbl Lpul c l^Lijl O3 Ju />jJ^kjJjSu uIjSu^ I j \Liuo b j&jjS 

./>ul O^jj ^3_juj ^jOLjljujL>ijo v-Slp-juJ3j 3 l& J30J3 cij> 

OJuuU c ljLJujb%jO jJ^UjO qJLjuuI Jl$Sj i LpJcjjO^jS Oa> 

.JuuS kJ^S Ij J 3 jOjS uS 3 b> J 3 JLUJ . 1 

. juJlS v^L^jul Ij Paste Special c iJujS ojuuj jb ^33-^0 jl 3 oljujIj .Y 

. _Lui ) j jLiiS Ij OK 3 o^jS vb^ul Ij Values cujj^ Paste Ouoouas j^ T 

.Jlajl^ L /iU32J ul j I JlQjO Ij Ij J^JOjS CjlCj^juJ CU “ QjSj 

Ij F 9 ^jjULjljuJ 3 G^l^ jLajUlS Ij F 2 3 ^-^J^ ^L^Jul Ij ^3^^ t ^3 ^— ajJ ^IjJ 

- X a < 5 s s jLaJulS 
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3 wSLJS CjljujIj j\ d^Lfivjuu J l j {jqJqjojS jj^Lqjo 

CU lj ijdi^Lo. JLukS I J LpJ^JLjuJ j\ LSI c tx>ij 

Ouo\Lc uSu cij ^jju 3 Lo ^ ^jOLoj.Jujjj J3 JL-AJJ Jjjo Jo^ 
CLp^li 3 CjljujIj Juuj JjJuJ jl^ Cx£_> 03\Lsj 

j\ ijJkJjlo U^jS I&3 j\ (JJUM- Ju^uujSu V-SJuJl> ulSuO Qj I j 

\j Copy here as Value only ojubu jb 

. JUUL^ V boil 



Move Here 
Copy Here 
Copy Here as Values Only * 
Copy Here as Formats Only 
Link Here 

Create Hyperlink Here 
Shift Down and Copy 
Shift Right and Copy 
Shift Down and Move 
Shift Right and Move 
Cancel 



v-Su 3 jS J ol> <^Su j\ O^lfiJLjuu b Jj±\suz <-Sjl_x 5 uL> 3 L^J3 jo_>9 

jjJ JlcLS 



cLujc)jjIS _p \j 3>SLo 3 JuJi 5 ol <-SljJ \j <-S>*jLjo 3 J ouJa \j 3^Slo >- 5 L) 

. cisLbl 3 j5Lo cu \j jjj (Personal) 

Selection. Formula=Selection.Value 



-'V Bookl - Mod u let (Code) 


i 


(General) 

i 


t Mac roil 



Sub Macro 1 () 

' Macrol Macro 

■ Macro recorded 10/3/2006 by ????? ?????? 

' Keyboard Shortcut: Ctrl+q 

Selection. Formula = Selection. Value 
End Sub 



jjJLubSj Ui lku >0 



Li jLjuulS l_3 Alt “I - F8 3 - >^l j o j\ ji su 

Cju*jJj ^9 _3^l^ (Jjl ■ ^3 -juJ jU Ld^ 3 j 5 Lo . 3^1^ 
V-S33SL0 ■ J luuj Ij OJuuj JojuZ) uSL^3j^bo 

uSLlK Edit uS3j 3 vl^ol Ij >lu 

\j 0Jo_u cLLaS _xS JI3JP3 
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'Col j 3 J-a-u^I ,jliJ3a>l 



uS3l> lSL^J^JLuu ^ bojl 




<\ Sjj LpJ^jo jS i-Sljj U Go To... kS\ Oj3b^jo 

^jvSLij b JuuS CjJoSL^jo AjuS <J^ji> Ij LpJ^jOjS b Jujj jlSu 

.JluS 

\j Go To... cuj^ Edit yS$jj* jl b jlu&:> jLixS \j F5 

.JuJ^ Lstiil 

C.J5 Ij Special Go To... tsl oj^bu ,pl5 .p .T 

. JlajlS 

. jjjS 

v boul b Formulas T 
.juJlS CJ 5 b OK .T 

.Jljju JulS)I^> vb^jl -Ojb °l£ (_svjlpJ5JLuJ LpJj 



J^x>^9 C^b ^IgJc^JLuu cSAJuJbbJu 3 
HasFormula pb cu ^j^b VBA.:>.,l-0 J^jS uib (j£LC^LaaJU V-SljJ J-u-^l 

IjAjdZLJujj \j J^jO jB KSl^J^LuJ b CjljujI ^JVjuJjLq-juJ gjb <^Sb Cjl>LuJ 

.(JuujlJ Ju^l 9 t-SlpJul \j ob^-yb3j) JLd>^ 

Function FormulalnCell(Cell) As Boolean 
FormulalnCell = Cell.HasFormula 
End Function 

v3juuJ^Ljuj b Get. Cel I ^juSjj i^sIjj \j ^3-^ v»s^ o^l^ jj j lj 

JulS lS JuuJL^-jul Ij J3X) - >9 bS3b> LSl*J*Lui b CjljujI 

. -XjuS ^juSjJ ^ajuJ^Ljuj b IjjL FormulalnCell J^jojS ^L^jI j\ ^jjuu 




m 
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I^JUuJ^LjuJ lS \jJ Jl. JLSLjuU 3 U'StiCGl. I 

c_S3L> J^JLuj 



Get.Cell />Lj ^j^b 3 jSIo obj qjLjuujIj XLM l-S3j^Lo obj J^uo^l 

.JuJkS v^JuuJ^Ljuj b Ijjl 3 j\£j J3JL-AJJ 03^ gjb \j£XjJ>LjuJU <-sI>j L> 

■ OljujI OJuuu jlS 

3 -4^ <w>L>ljij| ClSjJ Ij v^^J^JLajU . ^ 
.jL^i jLiiS L> Ctrl + F3 
Define «_sl o^L** .plS ^ .T 
\j FormulalnCell Name 

.JuJkS v^jijb 

Reference jJLs ^ \j jjj jS T 

.JuJlS v^jijb 

=GET.CELL(48,INDIRECT("rc 

"FALSE)) 

■ v^I Ctrl + A b \j aSjj i_Sld> J^JLuu cLcxd) .£ 
.juuS vbtDl lj Conditional Formatting Format <s&jo jl .0 
.jlhlS v^jl L> Formula is cujj^ Conditional 1 .p .1 
=FormulaInCell jlUlS Jp* p jJLs p M 

.j+S kSJS \j Format .A 
.-LpO _;Lua9 Ij OK OijS <w>btjijl l_; ijj Cijj Font C__jJj_uU jl .H 

L,OK .w 





^ YY 
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l^JLuu 1^30^3 1 H C*_ki9bfcO 

633 S L J^JLuj <^SL J^jo jS cjJoS L*x> 

L uiJuljJ3 < UJuuJ CljLjuij^J jl J^JLjuU 
J^jOjS jl 3 ^SjjS^ 1 s> J3JL-JUJ 

1-SljJ JuL JojuuJ 3^.AaS ^_5\j0 OlSJ LooO 
Jub J3JLUJ !^3 _juj ^sl>lo J3JL-JUJ CxiaSbtjo 
cJaSbtjo JuL c&jJ 3 t JuujL ^ OJuuj J JiS 

■ JuujL OJUuJ 






Format Cell <_sl oj^b** ^15 jLixS \j Ctrl + 1 30 ^ <w>l?tLul \j J$JLj Cj 

.juuS v^l U Locked v L^ul \j Protection. 



.jluso jLjos \j OK 3 osjS vLs^il \j Protection -> Protect sheet cu ijS Tools «_%juo jl 

(CjljuuI v 3 jLul>I jj Oj) 

lpJ$X)jS CjlPLq_> 

.OljujI i-SlpJ^JLju Q+su jl J()jo> 9 i-Sljb uSlpJ^JLuu <_SjLjuljc> JulojLj LpJ^jOjS cJblft^- 

.JuuiS oia9b«j0 lj \j Ipjl 

ciSjj cSlpJ^JLuu cUxoi JA9 32 J — ^ pJL>jjo 
.juji5 vLs^jl Ctrl + A coli jLuoS U l_> <-slpJc)JLju 

109 Protecting 

110 Locked 

)rr 
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jLiiS Ij Ctrl + 1 .T 
. ajuS \j Protection £ .Y 

. jjjlS Ij Locked cujjS cSU .Y 




.jl^ clJS lj OK .0 

cSlpJ^Luu c_-»L>jul — T c \ 1 s>jjo 
■ Xxd>^ jUo9 lj F5 ■ 1 
.juj. 5 <_1JS Special ^ .Y 
.jlu5 v^I U Formulas T 

.ju£>:> jLjoS Ij OK .Y 

csLpJ^JLuu J^9 — Y qJL>jjo 
.jl^^ jLiiS Ij Ctrl + 1 A 
.jlu^ v^ol U Protection .Y 

. jj-ikS L> Locked «ujj^ .Y 



.jl^ clJS Ij OK .Y 



Cl^jj OSjS J^9 — Y qJL>jjO 
ojuJj jU ,pl5 vL=^l L> Protection -^Protect Sheet cui^ Tools i^juo jl .1 

Li \ ^ i svjo LoouO *-o \j uLSuol (jjl (^J-juulS . • cia_» jj I t_s_jLjij>'l <— SL»JL5 > OK (-S^j 

Allow all users of this worksheet to 005^9 j±.ajuS oJ^l^o \j ijl^o 

.JlUiS vl^fcJul \j j^oi) l-SLq^ c UjJ^ 

J^jo jB 3 J 3 . juj Jc^o^S LoJ 

<J()j 0 j 3 (jjJuLoJ 

IjjI 0I3J ^JVJO ClS ^5 -juJ ^JVJO jj3>lb CL>-Q^ ^JlC L_Su Oj 3^Z) Cb J^jOjS CLljul/L^jO CU*lbU 
vb*ji-il ^ \j <*_ xjSjJ JLul(p ^JVJO Ur < Print 03SLI is$j SJS U 

i-S^JuO j\ U jLuul 9 \j Ctrl + ™ <-51) (-SlpJ^jo j 9 tljyjb OJl^L*Juuo ^U.JuJl*jj J^JLuj 

\XL 



www . IrPDF . com 





www . IrPDF . com 



'Col j 3 J-a-u^I ,jliJ3a>l 



vL^jI U Formulas cujj^ View .p oT jl 3 vbauJl U Options cujj^ Tools 

.Juj3^ jLuoS Ij Ctrl + ™ 0jLj3^ i v-S^lc cJL> CU CjLJuoSjb i^ljj.JuJ^ 

J<)j0j3 ^juSjJ S-^b> 

63-yjuj cu jluI^j jul jLSLjujI q£jj \j LpJ^jojS Ctrl + ™ cp ^ ^joLoj 

. JuJl^ ^ub> Ij Lpjl ^jJ^jcxsx) 



E3 Microsoft EkceI - Chapter 7 


File Edit View Insert Format lools Data Window Help 




A 


B 


c 


D 




1 












2 


Year 


Sum 








3 


1999 


5251 








4 


2000 


6452 








5 


2001 


7582 








6 


Total 


=SUM(B3:B5) 






7 










S 

9 


TRANSPOSE (range) TRANSPOSE (range) TRANSPOSE (range) =TRANSPOSE (range) 

TRANSPOSE (range) =TRANSPOSE (range) TRANSPOSE (range) =TRANSPOSE (range) 


— 


10 









Qj gjb ^-SL» u^jS cisLol 3 coLuj VBA j\ o^L&jUuul 

Function Wizard 

3 OJlOSjJ Ju j^jfSZLO oS> Jul ^_ 5 VJO ^jjULU l&jb lJuuS ^_5\j 0 ^JVjLoj 

3 1 I3 oS> Ju 5 ^\^> t _^VJO I3 ! ^\J QjQ yS JujlS lJUuO I-SI3J ■ JujLjuUU I3 t _^ JULM Lq_ajU 

JjoLuj Oqs> . JuJLb ^juo Ij v-Sl OJu^lu J 3 j 0 jS qjI . JuS QjljuuL^jo 

... 3 bi> /)l 3 t LoJlJ> I CjuJuoI ^juu i bi> 0^1 3 JuuLo ^_5 v *pb l 3 L^Ju 0 s^uul 9 

.^3_juj 

P q Juuo Ij {jjj L>- 1 \JjJSjS &£j±-kjjuj&S l q j> O I jjjo ^/xui> l3-^ v_5^ < ^ <-l buo O cp 

b 3 bi> OJ I JU I 3 bjijO jjuSU 1 Juu Lo jwSu ^ I3JO 3 c IjljuJ Lz^jo X A A AAl cfo 

.JuJu^u Ij ^jvJuLo t-Sl& 0Ju3j >t ! $j\$i } *"1 Ju^aS JUJI3 J ^juo./XjuS^ />b*jl Ij <jJuo j+js£) 

<^Su Cjl>LuJ ,Jjl jl l^.JULJujb CIJLjujI^ JUUI 3 J JJ* JuJ> Qj VBA kS\^]^OjB 

■ Cj l juJ LoouJ ^_5W0C^_Juj O^LfijLjujI l»SljJ ^_5 CajJj liLjuJ J QJbjS 

.juuS cisLbl Insert Function j ±\5 <*j I j gj^ ^1 JujI^j 



)To 
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3 JLuo, uj gjlcp 

3A gjb.JuS gxx> J3JL-JUJ 3A jA /xj 3 > b lj AAC 3A ciS JujLuuu Add /xjujI cb ^jvsjb 

. CjljujI^ Alii 1 j9^^ >?S^ j 0 jJLs 

Function Add (Number 1 , Number 2 ) As Integer 
Add = Numberl + Number 2 
End Function 

■ j LlZ> LjuJ 

Add = gjb jo\j 

.AjIa jj&juo 3A \Jb Jbuo.JJjb j\jS jJJ \jj) 03^^ gjb 

o . Juuj b jjszjjs {Jjjjjl ojjjS oLu t As Integer* J3 joj3 I ^ 

. JuJlaju VBA ^sbi> ^-SlaaSu * T A jA b jJlc ulu 

CUft-uU 3 OAjS CASljjA Ij CLljujI^jO c l^Aj gjb ClS CjljujI ^_SVjL> “ §J b CLljujI^jO 

.Jul^ u 5 \j 0 jJ I Ij 

! gjb 0jjC>b Jj^jo 

.JuAS ^JV^r^LJuJ CLaji^jIS jA b CLjuJ^jIS jA Ij gjb ^ /XjlaS aI^JljuAjU bo 

.JuAjjlj \j cLjuj^jIS jA 3^Slo <^Su uSjLuj ^aJjjo t 3j^lo <^Sb uSljA>l* Yf Ju^lS 

! §jb lSjLuj Jls*9 
■ JuA^ ^.juib A 1 ! A 2 lS L^3_JLjJ jA b A I _X_cl . 1 
.JuaS 

v L^aj I q£jj uLxd> Ij A 3 J^JLuu .T 
(ju S v_svx> jU Ij Paste Function i_sl a,3b«> jLiiS Ij Shift + F 3 <_sL5>jlJS T 

. jjjlS v^I U User Defined cll-uu^ .T 

. JliJlS 

v L*ajI b Add gjb .0 
■ JuaS Ajb b A 1 J3JLUJ 1J3I A-Ll 9 jA . ^ 

. juaS Ajb b ^2 J3-b-Ajj >03 a jjsllo jJLs jA .V 

. Xaq^a j LjuA 9 b OK .A 



1Y1 
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jl Juolj2> oULo L^jo i-Sljj jl O^LqJLjuuI 

yy. JL>b v_ 93 -o 

■ CjLJuub ^JL^Li fJ$^SiS> jjjjLuul jJ \j Jjls obJlo CIjljujL^jO 0I3J Jjj gjb 

(judU) iJjsiL>- CjljujI^ JL&kp* ^^333 Ja £9 gjb 

<JuC> ul jIJlQjO lSJ Consti Jul OJuuJ Oub 3-^ajuO J0-JUJ3J jJ^LqjO “ V- 9 JlQ^ 

.Ju jjS ^_5\ JO jIj 3 3^ gjb l_SljC>l /^LSb-d) Oub jJ^IqjO.Ju^ JJU&J CLljujL^jO 

.Jlq^Jujo I j -V)I3jo jl ^-S^bj ^Ijl^j 1 ^-vJjjJ uLSudI Ixx_ajj cb gjb <jjI t IF JuuLo “ 



irv 
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Function I ncome Tax ( Income) As Single 



Const 


D 1 


As 


Double 


= 1940 


Const 


D2 


As 


Double 


= 3890 


Const 


D4 


As 


Double 


= 18560 


Const 


PI 


As 


Double 


= 0.1 


Const 


P2 


As 


Double 


= 0.2 


Const 


P3 


As 


Double 


= 0.3 


Const 


P4 


As 


Double 


II 

o 

Ln 


Const 


PS 


As 


Double 


= 0.5 


Casel 


= 


D 1 


* PI 




Case2 


= 


(D2 


- Dl) * 


P2 + Casel 


Case3 


= 


(D3 


- D2) * 


P3 + Case2 


Case4 


= 


(D4 


- D3) * 


P4 + Case3 


CaseS 


= 


(D5 


- D4) * 


PS + Case4 



Select Case Income 
Case 0 To D1 



I ncome Tax 


= 


Income * 


PI 










Case (Dl + 1) 


To 


D2 












I ncome Tax 


= 


( Income 


- Dl) 


* 


P2 


+ 


Casel 


Case (D2 + 1) 


To 


D3 












I ncome Tax 


= 


( Income 


- D2 ) 


* 


P3 


+ 


Case2 


Case (D3 + 1) 


To 


D4 












I ncome Tax 


= 


( Income 


- D3 ) 


■fr 


P4 


+ 


Case3 


Case Is > D4 
















I ncome Tax 


= 


( Income 


- D4) 


■fr 


PS 


+ 


Case4 



End Select 
End Function 

CjljuJ 



cLobjj 

oLJLo 



% 



oLJLo 



Oj-^jbcjo 

oULo 

l _5\S2jOCSii 



qS cSjljdijo 
I OJuol CjljuuJu 




)T/\ 
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A J-^9 

LcXjuU 3 CO 



J^c ^ JuuLjuUI .£> i_SS'^ 3 j0 >9 Lxxjuu < Juj5 ,_svjO j 15 J_^l ^ Lcx_»Jj jS\ 

iSV$-k>J 9 j CU ( _S\ J 2>U; oLjuuLsjO £> LoouJ (JjuUlSI . Jui_liO /)b%jl £> lfi> Oili ( jjJjlcX_iuJ 3 
3 SUMIF, COUNTIF jjjLo ^sl ojlo^ Qu>A(^ JuS ^_5 V. LoJL&Ij Qjj-kjj 

oIjjcx^ cb j^>L> Jo^juj b 0^1^ ^3 j 3 cSljj Ij i_Sl cbljT v-Sldi J^jOjS 



*J 0* c* -pw 


e™« 




U.:k C-dta 


Igyd* 


a*> 
















Aia: 


&_E 


0 


E 


F X 


Q ! 


h ; 


1 


J 


K_J 


1 


ll F 


? 


4 


5" 


6 


7 


& 


q 


SJ 






2 


2 


4 


6 


3 


in 


12 


14 


« 


in 


» 




110 


3 




fr 


4 


1? 


is 


IB 


21 




a? 


30 




16S 


4 


4 


a 


12 


16 


20 


E4 


2C 


32 


36 


40 




220 


_i_ 


S 


in 


IS. 


»: 


?5 


»i 


X 


«£ 


4. 


SO 




a?s 


6 


a 


12 


10 


24 


3D 


* 


A2 


4D 


54 


60 




DX 


T 


t 


14 


21 


2S 


S 


42 


4‘) 


5(. 


t!) 


JO 




336 


0 


D 


1)6 


24 


33 


40 


40 


56 


64 


72 


00 




440 


9 


9 


]H 


2? 


* 


4S 


W 


U 


?? 


H] 


90 




4FJS 


ID 


IQ 


20 


20 


40 


EO 


60 


70 


«j 


SO 


JOO 




550 


_1L. 


■ 


-VJ 


m 


*V 


2?S 


3» 


m 


440 


Tft 


5»| 


1 ajAj 



b> o^b o^Luj gjo 

3^ ^bloJuo J3_b> JuL^r « cS^JlC v-Sldi gxxc> £<)Juuo ^S{^-juIj$j ^Lyio^j cSljj 

. JujlS ^b-^J J_juUlS Ld) c lSjJ 
Qj \j T 3I ^-sIq^^jlc A 1 :A 2 13I0J3JLUJ A 

.JuuS ^3)3 

cu I3 T 3T ^-Sloi^jLr: B 1 :B 2 ^l^J^JLuj .T 

. JuJkS ^3)3 

^-S3j.juj^ vb^-il lj A 1 :B 2 ^sL^J^JLuj .T 
t _gj_>Jo Qj 3 -by^ ^-SLJL$ Fill 0 j-jL^Lbuj ^ 

^ 4 jJq-juj bt ^yjb ^b OJlijujiS 

b 3 ^biSjS Ij Fill OjjSuljuj^ Ojbg-^ ■ JULES' 

. Jl^juUiSlJ J Oj^jLjuJ 

^_9jj-b <b Ij ( ^jdszB cty>b) ^ 3 -k> -T 

d±jS vL^liuI Ij A 1 LJ3J-JUJ ■ JuJlS v^l^jijl jjj 
.juj^ jLioS Ij Ctrl + * 3 



HI H * wV*feia / 

Pm* 













tflW« 




Urn 








PTi 


R1 


1 h*i 



\ii.. 



. JlajlS U^b^jul Ij SLUT) <bbjS OJuuJ J b <*3(^JuO jI.JujlS ^_ 5y_iS OljujIj OuLSLuO^ j I3J *-S^j ■ ^ 
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.JuujL 3025 jJ IjJ §J0C> ^5 -juJ ^JVJO OJu^ CjulS2jJ03 j\$J jb 






— — 



(.S^^jcxC cc«j>b ^j^liLo §joj> 

gjOC» O3SLJ l^3_; L) jL*Jul9 \j Alt +=31 V L*p| \j 

( I&SuljuJ Cjuo\Lc) mJuuS ^SulIS ^jIJuLLajuI Jjj\ 

,^3 -juj ^jvjo OJu^ 03^-juj jib ublj jb cb gjoc> J3J0 jB\ c 1^liJu 

3 i_S^ 3 joi: <=U>b ^j^Ujo £joj> 

cb CjLJuaSjL v-Sljj lj Ctrl + Z c_9Ji> Ij Ju.V>S ^b*jl \Jb ^ lj jJq-juJ 

(. jLajUiS V^-jlQ-C 



: U jj 3 Lo jl o^LqjljujI O 3 JU vl^l ^-sIjj — c u5u 

. juulS vL^I U Kll J3JLUJ 3 j L juul9 Ij Shift « juulS i^L^jul I j A1 J3-CUJ 
.JuuS <SuJ£ gjOO L_S3 j U jLbuiS Ij Alt + = JL> 

,^3-juj ^jvjo ci 9 Lbl U3 ^-juj 3 jJq-aju jj^ ^ IpJul cb gjoc> J3 j0j3! c \^uJj 



E Microsoft Excel - Chapter 8 



[ Hi File Edit View Insert Format Tools Data Window Help 



K11 ^ f* =SUM(A11:J11) 





A 


B 


C 


D 


E 




G 


H 


I 


J 


K 


1 


1 


2 


3 


4 


5 


6 


7 


8 


9 


10 


55 


2 


2 


4 


6 


S 


10 


12 


14 


16 


18 


20 


110 


3 


3 


6 


9 


12 


15 


18 


21 


24 


27 


30 


165 


4 


4 


3 


12 


16 


20 


24 


28 


32 


36 


40 


220 


5 


5 


10 


15 


20 


25 


30 


35 


40 


45 


50 


275 


6 


6 


12 


IS 


24 


30 


36 


42 


48 


54 


60 


330 


7 


7 


14 


21 


28 


35 


42 


49 


56 


63 


70 


385 


S 


S 


16 


24 


32 


40 


48 


56 


64 


72 


80 


440 


9 


9 


IS 


27 


36 


45 


54 


63 


72 


81 


90 


495 


10 


10 


20 


30 


40 


50 


60 


70 


80 


90 


100 


550 


11 


55 


110 


165 


220 


275 


330 


385 


440 


495 


550 1 


30251 


12 







IpJc^JLuu vba^jl b Ldi £x>j> 

^1 cp JuJi5 3&J \j ^_svJLl9 Jjo^e Undo 03SLJ <s$j L Ctrl + Z coli ^Luus U 

.JU3_uJ K _S^O vj)jc> U£LmJ 3 jJq-uU Cp OJUuJ ClSLol l_Slo> gjCX-> 
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JjoLuj vb^*jl )■ v^I U G1:J1 usL^J^JLuj G 1 i J 1 i^lpJ^JLuu gxx> i_sljj 

K1 J^JLuU §J 0 ^ c U<^jJu . jLjuJlS Ij Alt + — {JjJu^-juJ t (^5-Juj cSL^J^JLuJ 

,^ 5 -JuJ ^_ 5 VJO 0 ^ 1 ^ OLajUU 

1 ' T o> £3x0x5 >lj &XO 

.JuJiS <J)Jo Undo JjcxC b Ij Ju.bj.S :>L*jI ciS Ij ^jn^xx^ 
.jujiS vL^jI I j Insert ojujS ojuuj jb lS^juo jI..juj^ oljuuIj 0 jJcljuj . 1 

V-S 33 b jLuoS I j Alt + =iJuJb$ jluuixS \j Ctrl + * 1 0 vb^jl U A1 J^JLuj .T 

.JuuS *SuJ£ g-XX> U^Sull 

<^SuJS &xx> b Jlu3^ jLJjlS I j Alt + = 3 tJuJ^ vb^ul I j A 6 1 J 1 1 coob .Y 

.JuuS 

QS*ljuJ 

.Juuub Y b 1 L-S L^jJq-aju l_sIq} gjcx> v-Sljj i-Sljl^ 0 jlcuuj 

.Juuub 11b? v-SldijJo-juj v-Sloi 0^1^ gjcx> cSljj L _ 5 vjlgJ 3 jo jS i-Sljl^lY jicuuj 

v<£j\ ^S$j b 62 >l^ jLujlS I j Alt + = 3 Juj 3 ^ jLujlS Ij Ctrl + * cJlxjlS vb^jl Ij A1 J 3 JL-AJJ 

.JuuS *SuJS j 15^3> gjcx> 

c l> 3 -* j ^ . —SUM(A12jA5) jl OljujI OjL/lc A13 U 3 I-AJJ J qjojS jloS Ol9^ 

£ 3 joc*jo jjj ta 9 l 3 l*jj| ^ Jucxp-9 3 AJuLjuULdi fcgjoszjo jjj 1 Y 3 0 t-Sld>j-bLjuj o£ 5 $-juj ^jvjo 

. JuuLxjULQ^ 



0I3JLC CO Ij <J>ld>jJcLjuj yjj I J^uoSI. JujI-XSLi ^jJb^ <J>La 9 I&j-Lljuj <ju«j 

.JuS ^Svjo cu_«jub«x) 0^3Jc%x> tjjl U Ij £3 joj*jo jjj 3 ,_s\ijJb ^>jo 




113 Subtotal 
\l\ 
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SUM gjo^r 0^3 JC%jO 

l Jb>.=SUM(Al:C5) ^3 \j jjj J3J0 jB A1 iC 5 13I0J3JLUJ E15 J3JLUJ 

CIO J3JL-AJJ JjoLuJ t-Sj3-b I J gjCX> 0^3_X>JO ^ ^JVjO JuuS u&ji) 

,^3-juJ juU 

J3jo>9 0 . 1 Jlu 5 jjLajuIjJ3 U J3JL-JUJ 0 ) X a jLjujl 9 Ij F2 3 -Xju^ ^bfcjul lj El J3JLUJ ! 

.JuJ £ 03 i <J$joj 9 gprjA dj.JoS vjLsujI <J$joj 9 j\$j \j 

j\ j 9 U CjljujIj CjuOouJ j^juU L CLJUJ3S 0 jo^LjLajJ ^ . JlolS c L*->'lj Oj^SLiLjuJ^ 

I j O^JCfcjO c l^Lijl j\ ,jjUU.^3_Juj jjSjjJ 0^3-X^JO b J u-juJlSu Ij Oj^SljLjuJ^ (C 5 J^Lui).^ 

.jl^^ jLiiS lj Enter ju^ vb^jl 



^jvSLol gjl<p< ^IS^cp*- §joj> 



.juuub ^_5 vjo AutoSum iSl ojb i_sl& cujjS csljb ^ I j ^503^1 jsu qj 2002 J^juo^I 



gjCX> CLljujL^jO i-SljJ Ij 3 §J0o> O^SLjT jLS CjJLajO ^S$j 

CjljuuIj l&jljjl j\$j j\ ^JvSb ^S$J gjOo> O3SL1I ^3 l^ljJ.JLukS V btxil 

cujuui jl 3 Commands jl.jujS v^l U Customize ojuJj jU 03^ jl 

. JuUlS Ld>J 3 AjLJUjlSij Jjjl J$j co 1^3 clJ5 AutoSum ^3^ Insert 



E3 Microsoft EkccI - Chapter 8 



■] File Edit View Insert Format Tools Data Window Help 

ID g£ B £1 fi|5[& ? 



K11 


- £ =SUM(A1 1 :J1 1) 


Sum 

Average 

Count 

Max 

Min 






A 


B | C | D | E | F 


I 1 J 


K 




1 


1 


2 3 4 5 t 


9 10 


55 

110 

165 

220 

275 

330 

305 

440 

495 

550 




2 


2 


4 


6 


0 


10 


IS 


10 


20 




3 


3 


6 


9 


12 


15 


IE 


27 


30 




4 


4 


0 


12 


16 


20 


2. 1 


36 


40 




5 


5 


10 


15 


20 


25 


3C 


45 


50 




6 


6 


12 


10 


24 


30 


3t 


More Functions... 


54 


60 




7 


7 

0 

9 

10 


14 


21 


20 


35 


42 49 56 63 


70 




S 


16 


24 


32 


40 


40 


! 56 


64 


72 


00 




9 


10 


27 


36 


45 


54 


63 


72 


01 


90 




10 


20 


30 


40 


50 


60 


l 70 


00 


90 


100 




11 


55 110 165 220 275 330 305 440 495 550 1 


3025J 


1 


12 









z - 



f« £i ii | H 6 100% - (5 



UT 
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'Col j 3 J-a-u^I ,jliJ3a>l 



I0J3JO > jl O^lfijLjujI O3JU /xj_juulqJ 3 v>C> < ( u^3jSl 

Jjoj: JL0I5J v_su> Looi < Paste Special lsI a,3bw> .plS .p Operation CjuCXjuoS 

LpJ^jOjS jl O^LqJLjujI O3JU Ij ^_sJLol 

lSIjL c Ls>b <*-Su| i JLiuO l^ljJ.JuJ^ joLfcjl 

■ JljujIj v__5vjo F 3 E 03-bjuj l3V|I 

. JLbS 1 3 E 1 ! E 1 3 i^S Lfjc^ Li . ^ 

.jujkS vl^jl L> FI : F13 cbj>Li .T 

OJUuJ jU lSQjuO jl 3 £ ^JS CjljuuIj .V 

.jLbS v^l L> Paste Special 
\j Add cujj^ Operation CjuOouUlS 3^ . Y 
.juukS <^LJS Ij OK 3 JuuS vL^-il 



" 1 1-JjuuO PJilSu 

cuj>U ^Su Paste Special jl o^La^uul L 
“1 Jujl£ cu Li t lJ3-L-juj . 1 
(jujS jLjJjlS Ij Ctrl + C 3 0^ vl^l I j J3JL-JUJ .T 

. JluIoJ vL^lil Ji-b^ -Luifr I33- c lS Ij c Cl>L) .T 

. jujlS v^Ljbul Ij Paste Special cujjS ojuuj jL 133-bo jl 3 oljuuIj .Y 

.jujS v^l U Multiply cujj^ .0 
.jl^^J^^OK 

cisLol J3 j0jS cp Ldijjulj^ 3 *"lt JuujL cCbuul^ J3 j0j3 L0J3JLUJ jl ^jvSu j$\ 

. Ju3_juJ 




.JLbS Vj^ " ^ Ij 



Jub 5 O^LaJLjujI JjJjOji* O3JU gjj^juJ oLljujL^jO />b*jl uSljJ JjJjOjS jl()j jl “ c UlSL) 
\LajO )_LyI> j(XQ} 3^ Ij 3 JlC 3^ (JjULiljuJ 3 = i -bbS jlJ Li t J QJbjS j I3J J ^ 

. xao^2> jLjujlS Ij Enter 3 -bjjj lj F9 ^jjul^ljuj( 8^ < 5 



\tr 
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cu>b 3^ Jj%jo Ld> 0:>b gjoor 

i^jJLajIjuo J^JLajj ^.sljb cla^L) 3-* ■ b ^_5 \jo o^b v-Sljb A 5 iD 7 3 All DIO ^LpJ^JLuu 

. \ 1 ± ± 1 1 nS ^jJLajuuo A 5 :D 7 . juljuj U 

._Lub Ij bjjLjuUUO LSL^J^JLuU ^ 3 ^> 3 j 0 L_sldi o:>b 

=SUM(A 1 :D 10 A 5 :E 7 ): jl o^ul o^Lr: J^jS 

. JuU^ jlj 3 3-^ c tJL^l 9 <bu| <b CjljuuI ^J-SLjuJ Qj| *-0 jb jjjJ3j 



jl*j> (J3JL1JJ v-Su t_sld> o^b %-oc> 

■ Jujb gjOC> 1 -SIq} °bjJ Ij J3JLUJ <bj 

January jl aju^Llc L^jI ^jvjoLujI <b.juuub <bjj jLp-^r v-sljb cL^^jb bj! JUo v5l jj 
=SUM(January:April!B 2 ) : j\ c^uul o^Lx: J3 jojS. February , March , April 

. JluLoJ vb^jl JLub ul \j J3-O jS JuJb\^> i JSJd ^b \j V-Sl PbjJ . } 

=SUM( Juub vub .T 
.juub vb^Jl lj January <^>1 0^3! ^bj -T 
.jujb vb^jul lj April <bjj 3 o^b jLujlS Ij Shift .T 

.jujb btjul Ij B 2 J3JLUJ .0 
.ju^^ jLixS 1 ^ Enter .? 

S U M I F <)J0 jB t ]ojuuJ i^jjJ LjuJ I jJ 

bxjuJ cp J3 j0j 3. Juujb ^jvjo J^juubl lpJ3jo>9 <j jjJ i-S.bjj;b 3 QjjJLpj jl ^jbj SUMIF d^OjS 

l _5^C3juuO ^l^Joj^.Jujb gjO^> jJ lj O^b <b JlQ}^ ^JVjO Ij ubjol ,Jjl 

3^ ^jjuLjujI jJ Jb &X)C> <b Jujb c l>3J Jjj Jb-juij <Jjul£J SUMIF ^S\jJ OI3J I j 

J QJbjS I OJuIS.CjljujI l_S^Jl£ l_Sjbj.b 3 ^bj.CjLJuj! OJLjuJ ^LljujI^jO JojwJuj 

.JLub &OC> b V-Sl c bJ>b \j Ldi O^b JUJI3J cb CjljujI Qjl SUMIF 



114 Unsorted 



111 
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0 Microsoft Excel - Chapter 8 



[ ^1 File Edit View Insert Format Tools Data Window Help 



H4 - £ =SUMIF(B:B,G4,D:D) 





A 


B 


c 


D 


E 


F 


G 


H 


I 


1 


Running 

Number 


Customer Name 


Invoice 

Number 


Income 


Sales Tax 


Criteria 


Sumif 

Function 




2 


1 


AIG 


101 


3,040.00 


603.00 






3 


2 


MrExcel 


102 


2,136.75 


160.26 








4 


3 


AIG 


103 


25,129.90 


1,004.74 




AIG 


1266,770.36 J 


1 


5 


4 


AIG 


104 


2,270.94 


170.32 










6 


5 


AIG 


105 


10,152.14 


761.41 










7 


6 


Pacific Bell 


106 


11,111.11 


033.33 










S 


7 


Motorola 


107 


3,717.95 


653.05 










9 


S 


Amazon 


103 


29,200.00 


2,196.00 










10 


9 


Microsoft 


109 


6,020.00 


451.50 










11 


10 


AIG 


110 


37,065.01 


2,779.94 










12 


11 


MrExcel 


111 


15,452.00 


1,150.90 










13 


12 


Pacific Bell 


112 


13,032.00 


977.40 










14 


13 


Amazon 


113 


13,095.00 


902.13 










15 


14 


AIG 


114 


23,004.00 


1,731.30 










16 


15 


Motorola 


115 


23,110.00 


1,733.05 










17 


16 


Intel 


116 


10,495.00 


1,307.13 











t SUMIF Jc^jo^s 

Range < J 3 I 0 

.Jl^S I J ^3-JuJ Jlowcl ul kjuuJ ^JVJO ^ \j KS\ Q+>\j 

Criteria < />$* j+xis* 

■ JluLoj 

V L^jI \j Joj-juU (_S3l> J^JLajU L) JjjlS «^jjb \j Joj-ajU 

Sum_Range « 3^0 

vbs^jl lj gjoc» ^_s\jO 3 Oljuuu 5 > Oib ul <%S \j uSl °U>b 

=SUMIF(B:B,G 4 ,D:D) : jl o_^l o,Lc 



eL>3j 

.JuUjuU Ojljul />^d> Jub /53 _»jj 3 J 3 I _>jSjuO ^jybsujl i-SlpJ^JLjj 033 Jl^£jO 




llo 
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SUMIF j^SZjjO 3-^ jl O^LqJLjuuI 

<jj 1 . ^3-juj 1^0 oju^ ^-S jjLjuulS b> Sum Range t joq-vj juslld 

L Igju Jujkp LxXjuU . JuuJ b ^JVJO ^Sj u>l jjSLkO j^jjl CjljujI {^JSLO Qjl ^ 

oS \j kS\ <_sIq> ojIj i OjLlc ^ . jla-aS o^La^juul SUMIF jl 9^ o 

.AjuS §J0^ Jul O^jS fi 9 ^ ^_5vJoj*juJ ^jjuLjujI jJ Jul O^jS U3I 



]ojuuJ oI^JlC Qj i-Sjjljj l 5 Ldi jtSJLo^C j\ O^LqJLjujI 

.JujS OjLqJLjuuI 0 ^ 1 ^ §jQJ> V-SljJ Joj^juJ Ol^-CC ^ b > /Xj\JLc jl 
jj^Lqjo §jo^ c Ip^<hu- >100 JuJiS <*-jub ( ^_ 5 bLi 9 J-^-juj G 4 J^JLuu JLiuD 

.AjuS J$x>j 9 I J \oj-jJj Juy <£J ^_ 5 \j 0 Lo^juJ . JuuLjuULQ^ 1 * * jl CjljuuI D O QjljuJ j\ 

Ju3-juj (jJ-^Jao « Juj 3 ^ />b*jl I j j\£ <j^l Juu^lfp* ^juo j 5 \ ^>3 0 (^3_juj uSvjou Quu&gj) 

.Jul <^jub Ij Q^juJLU^ Ouo\Lc -bj*j uJ jl Jl2J 3 Jjl 9 

IOljujI jjj 0^3^ fi9^ Joj^juj b SUMIF J 3 j 0 j 3 v-ju^jj 

=SUMIF(C:C,"> 100 ",D:D) 

SUMIF j\ o^LojljujI U ,j^b >? cu^li cp &x>j> 

J3 x>j 9 qjI j\ Ju^l3> ^juo j 5 \.Ju£ ^jvjo gjoc> Ij cLc>b ^Su l_sI& JoiiS SUMIF J3 jo >9 
{ jjju±juj 3 cLil^Ljuj SUMIF J3X)jS 3^ Jub bxjuj t JuJ S O^lajLjujI c Ls>b 3^ b &oc> ^S\jj 

.JuJlS J3j0jS v-Su Ij 3^ ul 

. CJljuj I jjj Oj 3 j ^ ^ Usjo >3 

=SUMIF(B:B,G 4 ,D:D) - SUMIF(B:B,G 4 ,E:E) 
.juuS \j SUMIF J3J0 j 9 3^ c J3JLUJ 3^ 

V-jL>ljul — Cjuo\Lc O3JU I J J3j0jS i J3 j0jS JI3J .1 

(^sv^ jLboS 1 ^ Ctrl + C .T 
( J3J0 j 9 JI3J OuQouJ X cjuoUc) . jla_q^j jLjuulS \j Cancel .T 

b) .JujS \j — Ouo\Lc J3J0 j 9 t-SlpJLil 3 O^jS vb^Jul j\$j \j fi 9$ J3J0 j 9 .Y 

(+ Cjuo\Lc 

\v\ 
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.jL^i jLii9 lj Ctrl + V .0 
.jL^i jLix9 b Enter 

0I3JLC cLi L gjOJ> 

\1_Co.-X_olS CLuuuGjO lSI OJlOEaJ Joj_ajU jJ I j ,_JS ^JOS> Jkjjljjj i SvjO SUMIF J^JOjS 1) 

3 ^,3jJ < _>jJ JChjj /xj\ 1 c U ^^juo Jq_uj3 v_93j^>-i ^^juo CL) <_Sljuul 

c*_«jijli l _Sv_uJ_>ji_uJi Lpjl CU Cj ,_|S gXJC» l jjiSl) .P 0 I 3 J Cl5 ,_soL)l5uol 

.JuC Cl> 9 J 
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A 


B 


C 


D 


E 


F 


G 




1 


Text 


Sum 


Criteria 


Result 


Function Syntax 


Details 




2 


AIG 


-113,778 


MrE 


-87,564.02 


= SUMIF(A:A,D2& M *",B:B) 


Sum by 3 left digits 




3 


MrExcel 


-82,331 




MrE 


6,088.95 


= SUMIF(A:A, M MrE*",B:B) 


Sum by 3 left digits 




4 


AIG 


5,232 














5 


AIG 


-252,338 




A 


-360,168.64 


= SUMIF(A:A,D5& M * M ,B:B) 


Sum by 1 left digits 




6 


Dr.X 


75,857 




A 


-360,168.64 


= SUMIF(A: A,"A* M ,B: B) 


Sum by 1 left digits 




7 


Pacific Bell 


65,896 














3 


Motorola 


125,326 




??? 


-421 ,950.20 


= SUMIF(A:A,D8,B:B) 


Sum by text that have only 3 digits 




9 


Amazon 


45,853 














10 


Dr. Y 


-33,533 




*Excel* 


-87,564.02 


= SUMIF(A:A,D10,B:B) 


Sum by exact characters in middle of text 




11 


AIG 


-10,562 














12 


MrExcel 


-5,233 




* * 


6,088.95 


SUMIF(A:A,D12,B:B) 


Sum from text that has period 




13 


Pacific Bell 


-125,652 














14 


Amazon 


-6,586 














15 


AIG 


-5,269 














16 


Dr.X 


-36,235 














17 


Intel 


4,554 














IS 


AIG 


-45,235 














19 


Pacific Bell 


-15,242 














20 


Microsoft 


-82,561 














21 


Cisco 


78,566 














22 


Amazon 


22,515 














23 



















COUNT J$x>j3 

£3jJ CU 1 _p.i<)_»jij ,_S\jO OijJ _>l5L) 1-SlplSLuJ Cp COUNT iJ^jOjS 

.jllC c l>3j COUNT 



uv 
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E Microsoft Excel - Chapter 8 



a] 


File Edit 


View Insert Format 


lools Data Window 


Help 




A 


B 


C 


D 


E 


1 


Numbers 
8 Text 


Result 


Ci item 


Function Syntax 


D eta Ms 


2 


1 


11 




=COUNT(A:A) 


Counts the number of cells that contain numbers and also 
numbers within the list of arguments. 


3 


2 


15 




=CGUNTA(A:A) 


Counts the number of cells that are not empty and the 
values within the list of arguments. 


4 


3 


65521 




= C 0 U NTB LAN K(A: A) 


Counts empty cells in a specified range of cells. 


5 


4 










6 


6 










7 


7 


4 


<5 


=COUNTIF(A:A,C7) 


Count cells with numbers less than 5 


3 


3 


4 


* 


=CGUNTIF(A:A,C8) 


Count cells with text. 


9 


9 


3 


10 


=COUNTIF(A:A,C9) 


Count cells with numbers = 10. 


10 


10 


1 


??? 


=COUNTIF(A:A,C10) 


Count cells with text 3 digits only. 


11 


10 


2 


X* 


=COUNTIF(A:A,C1 1) 


Count cells starts with the letter X. 


12 


10 


1 


*xc* 


=COUNTIF(A:A,C12) 


Count cells that has the characters XC. 


13 


XXX 










14 


X 










15 


Excel 










16 













COUNT gjb j\ v.6.L^o Paste Function jl Database .p 

. Ij la> o^b < ^0 J^ 9 . DCOUNTA3 DCOUNT J^jo^.o-ajuuS) 



b <U>b viu lSL^J^JLuu JjlcI ^jlijbxjbu 

: JLuo 

b t _jJ3JLuJ \ * * c L<J>b cSb v_Svj^2J Juuub i_5\j0 Ci£LuJ \ * 3 _jJa-JuU ^ ♦ l_Sl_;l.i c tt>b cSb 

.i-Si-LC i_sLfc OiB 

ojuuu ^IjlcI J 3 Jl> <-sIjj Table /xjuul) = COUNT(Table) j\ o_uul ojLc 

(o_uul 

^jJLq c_5 I j I 'i b c_S J^JLuj _ I JlI I {Jjjj Lcxjuu 

.Jul*S 09 b." (_$\JL»9 Jbuo cSljj i_^Juuo oI_3-tc jlo >>i c5L> 
=COUNTA(Table) - COUNT(Table) jl o_^l o,bx 
<3j_Ajub*jo jioj 5 j$jo O^J^jo p lj i-Sl Oili £ 3 ^ _>d> (-SlpJ^JLuu iljkSj COUNTA <J$j0j9 
.ju5 1 _S'jo cu^jjbto lj eS^J-C i_sbi> Oili <-S 3 b> t-S L^J^JL>-«j ^1 JlS 2 j COUNT J 3 J 0 P . JulS 1 _jvjo 



UA 
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Jo^juJ L QjJo jJ Oili L-Sljli l_S LgJ^JLuU ^j^jLxX_juJ 

OJuuJ ^JVjoLuuI U^jLjuJ uI^jlC ( jjjLjuuI jJ IfJ^jLjuJ Jjj J^-juJ i-Sld> 0 ^ 1 ^ 

^ 0 ^ 1 ^ J3-)L> \j J^LuJ t 0I5J1X <jdjLujl jJ /XjujI <JLt>S2J 1 -SljJ .JuuLajULQ^ 1 -SljJ 

Top Row jLioS Ij Ctrl + Shift + F3 qjj+juj jLixS \j Ctrl + * 0 ^ 

. juu^S ^uJS Ij OK Ij 



0 Microsoft Excel - Chapter 8 



I^T] File Edit View Insert Format lools Data Window Help 



12 - £ {= S U M ((M a rk et= 11 U S A") +(C u st om e r_N a m e= "Intel ")) } 





A 


B 


C 


D 


E 


F 


G 


H 


I 




1 


Running 

Number 


Invoice 

Number 


Date 


Customer Name 


Market 


Quantity Income 


2 


1 


109 


10/01/1997 


AIG 


Asia 


40 


8,040.00 | 


1 SI 


3 


2 


118 


10/10/1997 


AIG 


Africa 


150 


25,129.90 








4 


3 


123 


10/03/1993 


AIG 


Western Europe 


210 


32,850.02 








5 


4 


133 


10/01/1999 


AIG 


USA 


331 


48,441.63 








6 


5 


138 


10/06/1999 


AIG 


USA 


392 


56,237.43 








7 


6 


107 


10/11/1996 


Amazon 


Asia 


15 


29,280.00 








3 


7 


113 


10/05/1997 


Amazon 


Africa 


89 


13,095.00 








9 


8 


122 


10/02/1993 


Amazon 


Africa 


198 


31,290.86 








10 


9 


131 


10/11/1993 


Amazon 


Africa 


307 


45,323.30 








11 


10 


110 


10/02/1997 


Cisco 


Asia 


50 


37,065.81 








12 


11 


121 


10/01/1993 


Cisco 


Asia 


186 


30,000.10 








13 


12 


127 


10/07/1993 


Cisco 


Africa 


259 


39,086.66 








14 


13 


136 


10/04/1999 


Cisco 


Africa 


367 


53,119.11 








15 


14 


139 


10/07/1999 


Cisco 


Africa 


404 


57,796.59 








16 


15 


101 


10/05/1996 


MrExcel 


USA 


15 


2,136.75 








17 


16 


111 


10/03/1997 


MrExcel 


USA 


67 


15,452.00 








IS 


17 


124 


04/10/1993 


MrExcel 


USA 


222 


34,409.18 








19 


18 


130 


10/10/1993 


MrExcel 


USA 


295 


43,764.14 








20 


19 


140 


10/08/1999 


MrExcel 


USA 


416 


59,355.75 








21 


20 


102 


10/06/1996 


Intel 


USA 


17 


2,270.94 








22 


21 


114 


10/06/1997 


Intel 


Asia 


101 


23,084.00 









AND J 3 J 0 j9 

<rSjl»I bjuJj L Intel 0 ^ tsljli ^ b Customer Name islfJ^JLu :>Ij 
ijjl cu iJ^jpjS . ojljuu I T c LujijL7tio c i^siAju . jujlS Lcx_>jj b -Xj <juU USA /xjjuI i Market 0 (^a_«ju 

={SUM((Market="USA")*(Customer_Name="Intel"))} :oljuuI o,s^> 

>-SL) JjJuj <-SjjjLjo olj Lsujl.ijli AND J()j0j3 JuuLo i_S_pl <_sl coljl J()jO> 9 * Ouo\Lc 

i j ■ 1 ■ * ■ 1 - ^ ^ ^ jLbs \j F2 3 \j J 3 JL 0 Ijuukijb 1 ^j.IjI J^jo^s J^jo_^9 

.jluSo jLiiS L b Ctrl + Shift + Enter ^UjuJ5 



\L<\ 
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OR Jcjjoj* 

J* Jc^JLuJ O.OljujI ^ A ^LljujL^uO Q^CjuJ ■ JuJlS {j£UQSL) J^jO j3 j ^ H“ CjUd\ 1_C b \j ^ Cjuo\Lc 
vsl culj + cjuo\Lc. Market o^juj ^ J^JLuj IT 3 Customer Name 031^ 

. I I j OR. J ^ojS SjZJjzs: 

■JlajlS o^IqjljujI v-sl cul^T i_sb> cu COUNTIF jl ^jvjo 
=COUNTIF(M arket /'USAO+COUNTIFCCustomer.Name /'Intel") 

COUNTIF J<)j0j3 ^ L& Cjljuuj.^9 ^ £ ^Ljul Ulo 

<Ju«J C^laJuO 3 LjuJUO Jol&j IxXjuJ CU \j ulSuol <Jjl CjljuJj>£3 3 ^ CLajUuIqjO CjuJbl9 

CjljuJj^9 ^Suj ^j 3 JLukS y/Q ^ *UO ^> 0 . JuuS ^j^^LJuilUO \j CjljuJj^9 3 ^ 

■ JuljuJ b ^ 3 ^> 3 X) CjljuJj^9 3 ^ jj5> b^jujl 3 -^Ij^l >ob b 3 JUuijLj V-SjSup 3 JUuijb OJuol 

■ JluuuU Ld> 0-bl.b ^juSjJ i T 1 Ij jjljuULU 1 loo 

L 3 0\$JJ^jj$j3c OUjjLajUUO t jj3$ j\^ JjLjuJ 3 t v\jSj\5\<*j$X>J t-SljJ CjljuJj^ 9 ^Suj 
CLjvaJuUjO I j ObSjlS OljuJj *£3 3^ < JUuD QJ I j-b.Oj-yC 3 V-SjljuLuUO < /XjljuUL^j u J jl 

E 3 lj jl CjljuJ j-$£ ^SuJ A C^-CjuJ JuulS Cjl 9^ JjX-juj 

.uLSjl^ jl CjljuJj^9 



. JuJtS Ij OljuJj* 03 jj5> ) cdL^^jo 

=IF(CONUTIF(E:E,A2)>0,3,1) :j^ ^3 l ; J^, B2 ^ 

=IF(CONUTIF(A:A,E2)>0,3,2) :ju^ ^l s \j J^jS < F2 ^ 



oL^liuJo3j 

^_9-Q-^lX> l _5 \J3 JLjuJ ll jJcLjuJ ^j3^0 JojuuJ kSj ClS J5 ^IJiSZJ COUNTIF J3 X)jS 

3^ JuuOj IS />b < CjljujI T oLjljujL^jo c U<tjJu ciS bo j ■ _X-d> ^ c ^^-hU U 

3 J3I OljuJj ^-9 Joii 9 JUuOj b ^Os_ajjI < OljujI 1 c U<tjJu LJ Vta ^3 1 {_?d 0 ^3^3^ OljuJj ^3 

■ Jljuj b ^3^3^ ^03^ Joii3 JuuOj IS ^ob OljujI T c U<tjJu ^_3 J Loj 
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E Microsoft Ewcel - Chapter 8 



« File Edit View Insert Format Tools Data Window Help 



B2 ^ f x =IF(CQUNTIF(E:E,A2)>Q ,3,1) 





A 


B 


C 


D E | F | G 


1 


List 1 


Result 


Function syntax 


List 2 Result Function syntax 


2 


Merrill 


1 


=IF(COUNTIF(E:E.A2)>0 1 3 1 1) 




Neil 


3 


=IF(COUNTIF(A:A,E2)>0 1 3 1 2) 




3 


Neil 

Karen 

Julie 

Bonnie 

John 

Trudy 

Woody 

lee 

Patrick 

Mark 

Craig 

Fred 


3 






John 


3 






4 


1 






Patrick 


3 






5 


1 






Fred 


3 






6 


3 






Joseph 


2 






7 


3 






Bonnie 


3 






G 


1 






Bill 


2 






9 


1 






lee 


3 






10 


3 






Mark 


3 






11 


3 














12 


3 














13 


1 














14 


3 














15 

















ld> Cjljuj^s /)Lc^I — T cdL>jjo 

^IjjLljuuI jljjl 3I5J 3^ Sort Ascending o^IjI 3 v^I L> B 2 J^JLuj 

. JuJlS 

.jl^S ^IajLjujI jIjjI j \& Sort Ascending o$SuI ^ssj 30^ L> F2 J^JLuu 
<-0 Ij T ^jlc F o^jLjuj 3^ <-1^ I ol < E2 J^JLuj jl Pq >juj U t E Oc^jljuj 

. JlSu L> J 3 I C1jljuJj^9 QjJ U j2> \j L^jI . JlulS i_ 5V^ U c L^uU uI^jlC 

. JLaJjU OLiSjlS ^_5 ^oLajjI jl ju^L^-iuO CK)jlS I J 3 I CIjlj tjJj JSLjuJ 



E Microsoft Ewcel - Chapter 8 



HI File Edit View Insert Format Tools Data Window Help 



B2 ^ j& =IF(CQUNTIF(E:E,A2)>0 ,3,1) 





A 


B 


C |D 1 E 1 F 1 G 


l 


List 1 


Result 


Function syntax List 2 Result Function syntax 


2 


Merrill 


1 1 j 


1 =IF(COUNTIF(E:E,A2)>0 1 3,1) 




Joseph 


2 


=IF(COUNTIF(A:A 1 E2)>0 1 3,2) 


3 


Karen 

Julie 

Trudy 

Woody 

Craig 

Neil 

Bonnie 

John 

lee 

Patrick 

Mark 

Fred 


1 






Bill 


2 






4 


1 






Neil 


3 






5 


1 






John 


3 






6 


1 






Patrick 


3 






7 


1 






Fred 


3 






S 


3 






Bonnie 


3 






9 


3 






lee 


3 






10 


3 






Mark 


3 






11 


3 














12 


3 














13 


3 














14 


3 














15 
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<1 JxaS 



oJbld^- 3 O^Juol 



^jvjo Lpjl ^ \js> .Jul ^jvjo jLxxjuJ <=b /x£jo ld> Ouuuol ^jOLojLuu jJb 

xSj3jJO t QjljJjLu. Juulou CULojJ^jO t ul O^jjJ /XQ> 3 ulojLuJ U3 j^ jl /XQ> l& 0^1^ 

^j^ 3JL> j>Su.b OljJjlS -Lljul^J 0^l^> XS3-P-JUJ L xSjuCXC x 9 Jl> jl Juu I3-V LcXjuJ CjljujI 
cJaSb^jo Jul c LypJ ^jOL^ijuj cp ciS ^jOLljujL^jo 3 LgJ 3 j 0 j 3 « Ldi 0 ^l^> jl JLUI3JJ 3 JuJ^ 

ld> 0 ^ 1 ^ m c*lbla^ 3 ^CjuuuoI cu Ls^S I3 \y>. °& CjljujI j\ xSl Ojti IpJu IpJul .JujS 

Jujju jLSu ld> 0Ju3j >t ! CjJbLa^ xSljj JUJI3J ^5x0 ciS I j ciJujS c lxxdi qjI.JujI^ jLu 

.Ju5 ^juo cLssJUax) 



Cu juO 




cu 2002 J^uaSI 3 ^ 

xsl 033^ \£ cu Security />U 

oljujI ojuuj ct9Uol Options 

^jOLoJdjU jl xSl O-^JCfcjO JjoLjuJ 
3 Ouuuol 3^ LcXjuJ <-0 OljujI 

3 lo> cLjuj^jI^ CjLtbla^ 
JLd>[cp> xSucx5 LpjT xSlo> 

Options cujj^ Tools xs^ jl 

x^jJjjuu ul jl 3 vl-^^l U 

.JujLou XU L^ul Ij Security 



115 Security 

116 Protection 
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<ujjS jjjl . jj-ikS L> Office 97/2000 compatible 3 clJS Advanced lS3j 



lsIjj Ij ^3-^ ■_^t>juol b juio i svjo olSuol Loouj qj Macro security 



.jujS vbs^l lj Save as File jl .1 
i_sla> cujjS 2002 U 3 2000 J-uaSI .p.juj.5 v^I b> Options <*jj£ <w J_ajuSI .p .Y 

v^I Ij Tools ^General Options 



117 Password to open 

118 Advanced 

119 Version 

120 Digital signature 

121 Macro security 







.JuuS jouJcuj JuljuuLj 2jS\jd LSljb ^ OljujI uOuO ^ i syLpJbl9 
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. JloS <^SLdS I3 OK 3 ^[9 jb^ Ij jS-s^ c ixxJ^ .T 

Ldi <^jJu3^^1^ j\ CxlbLo 

<\j 33 jlC CLoJ^ ^Sj U±jS ClSLol L.^ 3 -juJ ul jLl>LuJ jj-lSJ gjLo C^U jl Cji-t)Li> 

UJuuJ jU L 3 i Ju J l> V-SIq} °SjJ UJuuJ ClSLol t UJuuJ C-9 Jl> j\ JUJI 3 J 

.JuuS KSjjS^l^y L_sl& ClSjJ 

^J£ \j OK 3 juuS vl^ul I j Protection -> Protect Workbook <\jj£ Tools ^uo j\ 

■ JuJkS [3 OK 3 JuJ^ Jujb I j j£jl£- QjsJS 0jLj 3^ JLz>. JuJkS 

OJUuUU CjJoLqJ> l_Sld> 

cuUS .±juS v^l L> Protection -> Unprotect Workbook lsU> cujj^ Tools <_s$juo jl 

. jllaS I j 0 K 3 JuJ^ v— b I3 

U u^3joJ ulpJU 

(.-X_»ilj CjU3_) Jjlij Jub '-Sj).jL*Ji^ ' TT ulpJ^ Ij Id) ClSjJ °l£ ijli \j ulSuol tjjl (J-ajoSI 

kSjj$$]s> kuuj 3J IpJ^AjS 3 lo> b 3 OJuuj OJu^ jl ld> ulpJ^ 

. JuS ^JUD 

v^L^luI Ij Sheet Hide c Liuj^ Format j\ ^jjju^juj juj^ u^I^juI lj jJoj c ^jj 

.JuJ^ 

ld> O^3 j 0J _;l5Luul 

Jujk^ju b JuuS £jl> cJblaj> oJL> jl Ijjl Jub Loouj t Juuub OJuuj cJblaj> cLjuj^jI^ ^Su jSI 

vL^jI lj Sheet -> Unhide ^sb& Format ^uo jl.JuuLoJ ^ISLjJjT \j ^s\ 

,jujS b OK 3 o^^joj vb^Jul \j ^3-juj jISLjujT 3 uu ^> \^> ^_5uo \j ^.sl JL> .juj^ 

[$J$Luj \ ld> qSjj CjJoLo 

J^JLajU t-SLd> J^jOjS U 3 ‘ V’’» IoUj> (jjiSU jjuSU j\ lj LpJ^LuU (_S Aa' QJ i SVjO LoouO 

Ctrl + 1 ( J^JLuj Cj u^^joJ uLpj^! U 1 _S C . OJuJ^ b JlajLoJ oL^Jl j . \j Id) 



122 

123 



Hide 

Unhide 
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Protection U Format Cells 30^ oljuJj U ) 

\j Hidden c Lijj^ 3 Joj 1 sv-o cSL»j Ij Locked ^jjuuj J3-I® Jj <w> Utiil Ij 

C\5 Jla-juJ L CIJLajjI^ ^L CU t SjS JLU^kp* CjJbla>- I j LoouJ ^JVJOU c^Lu 

.JluIoJ Jji9 cJL> jl Ij Ju^-JuJU Ca_L>IqJ>- JLU^Icp* ^JVJO ^ Ij ^_5VJ IgJ^JLuJ 



J^LuJ CjJbLfiJ> 1-SljJ ^jJojI^juU 

.JuujL OJuuj J JiS JuL J^JLjuj 0 
.JuujL OJuuj CjJoIqj> JuL 0 



J^jO jS j\$j yJgjQjS \ jjjuo Otp-M «-Sljj ^jJcu 



.JuujL OJuuj uL^Jl! JuL J^JLjuj 0 
.JuujL OJuuj cJola^ JuL Q&jj 0 



v_Su CjJbLfiJ> 




Protection -> Protect Sheet cu >jg Tools iS$jjo j\ 

v-Sl 2002 J^juoSI j^.jua5 I j 

^jvjLq^jL^ cS Jofcj olSuol LxjJj cu Protect Sheet 

uA^xljIlo \j JuJbS />bfcj| JJul^j ^jvjo uljjjl5 c^ 

Allow all users of this worksheet ^ jjj j^.jujS 

Jucj-ajuu cJbli> Juu^kp* ^jvjo ciS \j cUujS « tO 

Cl A t J^uUlS 1 Qu^juULU L_S CU^jjjjJ j 2> . Juu Lou C.J btxil Ij 
v_SvjO yO-JbjU L*£L JUuU ^JVJO J^-juJ Cl^ ^JnuLq^ C UuJ^ 
:>3J>3 Ju^-juj cuISIjl> c ^LjI uLSuol 3 Juuj 

■ CjljuuI Ju 
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OJUuJ C_JoLqJ> <&jJ vAj OJuuUU C*_LdLqJ> l 5 L^J 3 JLuU ,JjJ CjSjS> 

CjJoLqc> <^Su jA OJuJuu CjJbLi> uSl^J^JLuJ <j-u JujI^j Tab A^Jb cob jLjujlS L 

mJuJS iZ*hSjS> OJljuJ 

ld> U3 ^juj 3 Lq^^^Jq-aju u^3joJ ulpJLj b ld> CjJoLq_> 

A 1 :E 14 j\ CjljuuI OjLlC J uJuu jjj jA Ij jA CaSj^ JjL 9 c lx>'Li 



E3 Microsoft Excel - Chapter9 



1] File Edit View Insert Format Tools Data Window Help 





A 


B 


c 


D 


E 




Running 










1 


Number 


Date 


Customer Name 


Income 




2 


1 


05/10/2000 


MrExcel 


2, 136.75 




3 


2 


06/10/2000 


Intel 


2,270.94 




4 


3 


07/10/2000 


Motorola 


10, 152.14 




5 


4 


08/10/2000 


Pacific Bell 


11,111.11 




6 


5 


09/10/2000 


Motorola 


8,717.95 




7 


6 


11/10/2000 


Amazon 


29,280.00 




8 


7 


12/10/2000 


Microsoft 


6,020.00 




9 


8 


01/10/2001 


AIG 


8,040.00 




10 


9 


02/10/2001 


Cisco 


37,065.81 




11 


10 


03/10/2001 


MrExcel 


15,452.00 




12 


11 


04/10/2001 


Pacific Bell 


13,032.00 




13 


12 


05/10/2001 


Amazon 


13,095.00 




14 


13 


06/10/2001 


Intel 


23,084.00 





-Lulcp \S\ c ^s>b QszjJJ jA.AjI OJuuj ulpA*! 1 Y jjj 3 E j\ Jl2j i_Sl& U3 jLjuj 

A1:E14 ! jl CjljujI OjLlc AjA^ caSj^* ol jA 
. AjAS V Aril \j F O3A-JUJ . ) 
jLjoS Ij Ctrl + Shift + Right Arrow ksI&jJS .T 

. Jujl^ V^l U HldO c Ujj^ OJLjuJ jL VS3JUO j\ 3 4 AjiAS^ ^LJb OljujIj .Y 

.AjA^ Aril Ij 10_)Jajuj .Y 
.juj. 5 vt=^l l> Ctrl + Shift + Down Arrow ^UjuJ 5 .0 
. JuJiS v^I U hide 02 o_u j U i_S^Juo jl < JuJiS v5>,»i5> Oi_ujI_, .F 



loV 
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CK)jLjuJ 3 jISLjujI 

j\jS jJo-juj Oj L cxjuu j^uLjuju 3 < JuJl^ Utiil \j 'IT jkuuj A 

U ) JluLuJjJ jIJlQjO CU \JU CU ^JvJuub CjuCXjuoS O Jla-juJlS L I j jJcLjuJ -V)l^ 

( ^ 5 -juJ uL^Jl! jJo-juJ 

. JluLoJ vbaiul I j Unhide c l»j ojuuj jb lS^juo jl £ juj^ oljujIj .Y 

. JuJkS ( Juuub I ) Jjj bi> O^JLjuj i^Sljj Ij -Y 



ojuuj c*_1oLqj> <j£jz> j\ JL> 

ctp^b ^-Su !_L«Jl^ /x-^juuLaJ (jjuiitj 3^ cb Jujl^ 0 ^ 1 ^ ^ I j v-SlpJ3JLjuj JUJI3J ^jvjo Lxxjuj 

uT CjSjS> C ^S :> b 3 ( c Ls>b ^ ^jjL^LouU ) CjljuULU 

■ CjljuuI OJuuJ CjJoLfiJ> ^_ 5 b-S 2 J £ CjljuuI OJuuJ 
^ b 3 >^bo -I v-S L> jj 3> Ij JjL 9 c Ls>b JUJI 3 J ^jvjo 

.jl^ :>bJ Properties <_sl o^bto 



Properties csl o^L^o _p£ .p Ls> ^>3 j + js * 

( VBE ).JuJkS jb I j 3j^Lo u^juIjJ 3 ^ Jujl.b jbu t <-Sl& uSljj 

.Ju^2> jLujlS \j Alt + Fll A 

I j c tc>b oLu^ 3 -^> oT ^jvjo ^ lj v-sl ^jj £ VBA Project jjj .Y 

(jjUU LoJ 1 -SljJ I j Ctrl + R JLyjuub <Jjl JuuOjbj JuLi).JLbS 

.(.juj3^ jLcoS VBA Project 

3 f U Litjl Ij Scroll Area J^Laju < Properties _>jj .T 

AxaS ^(3 -^s>- uJ v LsloI (jjuuLcxjj c Lt>b C 1 I 3 JLC CO jLtd)l^> 1 _s^jo c^ l_> v _j>jLgJ 3 JLjuu 

$A$1:$C$15 :jl c^ul OjLc OJuuU ClS JlajlS JiLjCJ 

■ -Q-d)2> _;Lua9 Alt + Q J-uO^I C(j CjLJuaSjU U VBE (JjjjlJU tSljJ .T 



124 scroll 



^oA 



www . IrPDF . com 



www . IrPDF . com 



'Col j 3 J-a-u^I ,jliJ3a>l 



Microsoft Visual Basic - BookT - [Module I (Code)] 



File Edit View Insert Format Debug Run Tools Add-Ins Window Help 






Project - VBAProject 






► II 



& W * I B) 



ii □ 



□ ^ VBAProject (Book7) 

□- & Microsoft Excel Objects 
08f) Chartl (Chartl) 

(T) 5heet2 (Sheet 1) 
IT) 5heet3 (5heet2) 
B] 5heet4 (Sheets) 
e ThisWorkbook 
Modules 
Module 1 






| (General) 



Properties - Sheet? 



| Sheet 2 Worksheet 
Alphabetic | Categorized | 



E 

1] 



(Name) 


Sheet2 


DisplayPageBreaks 


False 


DisplayRightToLeft 


False 


EnableAutoFilter 


False 


EnableCalculation 


True 


EnableOutlining 


False 


EnablePivotTable 


False 


EnableSelection 


0 - xlNoRestrictions 


Name 


Sheet 1 


| ScrollArea 


$A$1 :$C$15 


StandardWidth 


8.43 


Visible 


-1 - xlSheetVisible 





eL>^J 



jLjoS VBE Ij F4 jCS < jlhlo Ij properties «_sl .plS J>\ 




Lol />btil LpJ^JLuo U l_; v_sJLxC jJb JL 0 I 3 J v_s\jo Lxjuu A1:C15 cu>U _p: 

Igjl CO 3 JuJuuU \j Igjl JLOI3J t ^ X a a a a k LxXjuJ t j£u V-Sl^J^JLuU 

. JluIoJ 



VBA Lq) j\ O^LqJLjujI 

j\ ^jJcjJLuU Julep jJj 15 ^ t-Sj3-b Ju£ ^JVJO /XjJiUu Ij ^jLiiJU LiOuU c bC>l) Jjj 

■ JuloJ I j <jjI 

Sheets (1) . ScrollArea = "A1:C15" 

. jujlS o^LqjljujI jjj 33 *-*^ ^ jl * ^-S^tc oJL^ cu (jijjuLouu OJubjSjj 

Sheets (1) . ScrollArea = "" 
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<jjuo L Jcjjo^S t_sL>L lSI ^JLaju CjJoLqj> 

■ JluluJ JjJjOjS! V (_Jju03 3 (j-tjO* T Ij jj—uUUl) ol-C :‘.J.O 

jjuuul JJ 9 cSl^j QjJuiJ>r <b Oili 0 _jl>l 

ojI.-^Lo^ vL=^I L> Protection -> Allow Users to Edit Ranges Tools i^juo jl 

ojU jjjl5 cu c {j3jul^lu ciJujS 

jlS <^uljuO j.b *-1^ ^JVjLoj \ijuO )jLd>^ 

lj ld> 0^1^ c&(juu£ ^jvjo 
jJjl^ jj3}. JuulS j3j CU jjJ ^ULojJ^jO 
cLoJ^ U <j-l£jo c ts>b «Xit Quuj$ij\£ 

y^§*£2£XLO J$J lC 




C a aaJIO^ oljT jj9jlC ^JOsIS 

t ^Jn^JLlO Cjl> 1^ JLl 9 j.b. Ju3-*~^-j Jujo! L) Jul O^jS jjjJ3 j °Ij-9 Ij Ob j3-^C c LoJL$ Lo^juO jS I 
lSIjj U jS-sC c ^cxiS /xj 3> JuLdil^j^ ciJjl Ij v-Sjlj3l />jJ Lcx-aJj cu i-Sjlj3l />jJ l-SIq} CjlSjjuj 

. JuLoj ^JVJO 3 ^J Ij J^JlC CLoiS ClSuul /X_Q} 3 JuS 1 ^jp JuUUO IjCXjuJ 

.JuuS \j Excel Password cuoJS 

.ijb jIS 0^1 ‘-sIjj / 5 J LostPasswords.com c*jLuu 



n* 



www . IrPDF . com 




www . IrPDF . com 



'Col j 3 §j>-uj J-a-u^I ,jliJ3a>l 



olcUW 



3 i CLljujL^jO cSljJ CjljujI ^Jn^uU3 jjiSJ I O^jjljuuS CUfcJL^) ^Sj j\ [JjJuJ J^juO^I 

I j ^3_> olc\Lbl ciS Jlq^^ ^jvjo uLSuol Loouj cu J^uo5L^3-juj ^jvjo O^LqJLjujI ul jl ld> vub> 

J3JLUJ cu ^ Jlq^ OjL>l 3 JluLoJ 3 0^1^ <jjuuLoJ J3J0 jB c dL^juJ3 cb J3JLUJ 

3 ^3!)!^ OjLuJ V3 jl Ij l 5VjLc\L1oI -X-JI3J jJ-ul^KJCX^ . J uJiS ClSLol ^ T °CjljujI^^Li 

.Jluuuj ^ T ^Cjul 9 Ijjo OjS^Jlj />li CU ^J-juulS I -XjJl> j\jj\ ^-SucxS CU Ij j^l^u 3 ld> 6^1^ £uLu 

v-SLq^3jSLo j\ 3 Juj 3^ .^3^ <jJuo jj^ou cb lj I0J3JLUJ O Lc\lbl -LJI3J ^3- o ojIjjLj 

nJuuS o^LqjljujI Lpjl ,3 jLjIj 3 clljujI^jo v-Sljj VBA 



jj^juUUO ^ ^OljujL )Jj L ^Ocjujl OJl&LuJUO 

ClJLxX^r jl Jul OjuL>i ul \j JLa9 CLjuJ^jI^ LcXjuJ q£ V-Sl c LajJ3^! Jjo15 ^ TV juLJuUU0 



■ JujL ^Luu>l ul CU L j\j v-Sljj CjljujI L _5vjlc\Lbl 

ll t JuJkS O^lajLjujI olc\Uol 0^33! CjljuJJj L_SljJ CELL gjb jl JLuLp <3 j0 LcXjuJ 

.juS ju2>l> 0I3JLC 3I3J 3^ Ij olc\Lbl oS JuuS cisLbl cuuj^jLS <b I j usvsj^^ 0 



CELL gjb jl o^LfijLmjl 

t lSJuuI^Lui j\ j-d>2> i <xo qjljl JgJ L uu ij^jo l_j , <^Lc\LU CELL 

.. 3 ul J^»jo 3 ob^iauj 

i 3 l opiate jl -V-U I^J (_svjo \j gjb ^1 ) jujiS \j CELL ^sSjjj\S gjb u sJ3JLju 
0-^9^ \j filename 0^° 3 (.jl^ Ijlo Information cu^ ^ 3 Paste Function 

.jLfi>i ,_svjo cL^yjj lj Jjo 15 s JjI^ />b gjb =CELL("filename") 
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y \j jjljulLO ciS §jb 



=MID(CELL("filename"),l/FIND("[" / CELL("filename"))-l) 



_Xjlv>S jj I j /> b 

=MID(CELL("filename"),l,FIND("[" / CELL("filename"))+l, 
FIND("]" (CELL("filename"))-FIND("[",CELL("filename"))-l) 



JulijS jj \j ^ jj />b ciS §jb 

=MID(CELL("filename"),FIND("]" / CELL("filename"))+l / 255) 



Ca j\$j Qj b Ol^JLC j\& Qj jj-juUUO ClSLol 

OLX&J03 L ' TA uI()jlC j\^j VBA <-S3^Lo jl OilftjL»jul L \j JjoIS jjljuJJO Juj^ ^S^jO LoouJ 

b ^ c tjuJ3^_;l^ 3 tjJLjuUU < jb ‘ ^ (JJJJ loJ 
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L^J 3 JLuj olc\lbl 3 Lq> Oib 0 Jl^Lujuo 

Olx9 I jjO bjSXuJ m 



E Microsoft EkccI - Chapter 10 



File Edit View Insert Format Tools Data Window Help 

B30 - f* 



A 



B 



D 



Year 



Amount 



Watch Window 










▼ X I 


\Li Add Watch... 


Delete Watch 








Book 


| Sheet 


| Name 


| Cell 


| Value 


| Formula 


Chapter 10.xls 


Page 153 




A6 


Total 




Chapter 10.xls 


5heet2 


fxc 


A2 


fxc 




Chapter 10.xls 


5heet3 




A1 






Chapter 23 P&J... 


P&L 




G27 


27.59% 


=IF(I5ERROR(F27 /$ F$ 1 2)=TRUE, 0, F27 /|F| 1 2) 


Chapter 23 P&L. 


P&L 




E12 


100.00% 


=IF(I5ERROR(D 1 2/$ D| 1 2)=TRUE, 0, D 1 2/$D$ 1 2) 


Chapter 23 P&L. 


P&L 




D9 


1,001 


=(INDEX(Data,MATCH(C9,DataColC,0) J MonthColNumber)-.. . 



To 



j\j CLajJ^j 15 L \j ^jJ^JLajJ JlaJ I^J LxXjuJ c Cjul9IjjO OjS^jlJ 



KSUjSZJ jO-Juul b 3 JcaJuuU Ij 3 Ld> JjJjOjS £ JlaJuU Ij ^uLaJ _LaJ l^j ^_?J 0 .JuuuuU 



■ JuJlS OJLQ^LiuO Ij iJ^JLajU V-SljJ OJuuJ 

jljjl <Jjl L JlajI^J LxXjuJ . CjljuJ I Ij C_93 j^2jO J^ljuUUO CjljujI JuJl> uLSuol <Jjl 

juijb JujI^J LcXjuJ £ JLluO Ol^AC ■ JuJucjU Ij CjljuJ^ cS L4" J^JLvjJ ^Ui-S L j jjuSZJ Qj LaJ 

kSj ^SjJj £>b b cijLJujbfcjo />lSba^ ubj 3 ^ 3 _ajj ulj-uo \j jjuoljb 

■ -XjuuuU dj q I on 

.jlaj^ vb^ul L> Tools ^Formula Auditing -> Show Watch Window 



Paste jl jlaJljuuu I3J Lcx-aJj £ T ♦ ♦T J—ajulS I Watch Window JjJ ojudT j\ J+s 
.jujS o^IojiLjujI 33^ usL^J3JLuj Qubu oju^ csljj ^ ^juuj3-^ o^SLjT b picture 



IJjuSlC jl OJl&LuUUO cSljJ Cj3^ ib*jl 

xa>q^2> j LjuLiS Ij Ctrl i C 3 v_^ L%jo I \j Luo J^JLju Cij . 1 

.Jl uS l_jL>JuI _j5Lp \j *SjS J 3 JL 0 .T 



129 Picture 

130 Camera 



nr 



www . IrPDF . com 





www . I rPDF . com 



http://amar 80 .blogfa.com 



L> Paste picture link cuuj^ Edit ^^juo Shift T 



v _su> cisLal Edit lS^juo cu Shift .uJb o:>b ^LiiS U Paste picture «_s^juo 

. JulS jjuSZ J aJsl jljuLo jb I i <\jS> V <^> S i SVJQ OLjuUU I j lJ^JLjuJ jIJl&jO (_^Ul5Lc ■ ^>Q—KjJ 

j\jj\ j\$j Qj C;c)Sul u±j£ cisLol 

osjS \j Customize cuuj^._ujIoj cSLJb o_«juI_; 3 jujiS \j I&jIjjI j\$j jl \_sSj 
O 3 SLJ 3 v boul lj Camera cu,^ Tools j\.±uS jl> lj Commands ojj^j < 

■juJiS Close i 33 ^.jlvuj^j JI 3 J cu l_^jl 
J 3 JLUU 3 < jlu^ ^SjJS Camera 03 IJ LS 3 .,. jloS vbifcjul I j LpJ^JLjuJ j\ c Ls>li b J^JLjuj 




.^5-juJ ^bfcjl ^jjoSLc b C^LaJS 3 L^ul 1 ^ 

lj Ld> 0^1 3 b ob-juj L >jo £uLj Jujkp JoiL9 Lcx-juj 3 ^IjljujI I O^LaJLjujI 

.Jluuuj OJuuj c Lc>b 

U jjjuO c IjlS 2J> <b IpJ^JLuU JlK^jU 

^ jjjb cu ^juo cu^> viLi.juj.5 vbtul lj Text Box < 1V ' Drawing Jjjl Jp j\ .) 

•jujS clsUoI 

■ XaO^ jLajIjlS \j F2 3 b_-> b*ul U <jJuO c Ll^>' -T 

\j J 3 JLUJ ^jjuljljuj 3 JuuS :>L*jI J 3 JL-JUJ <=b J 1 J 3 JU <^Su = ^jub b c J 3 X) ijS .T 

■ JljuJ JiJuLoJ <jJuO J 3 JLUJ vb^i-il 



E3 Microsoft Ewcel - Chapter 10 



S] File Edit View Insert Format Tools Data Window Help 



Text Box 1 ▼ & =$B$6 





A 


B 


C 


D 


E 


F 


1 


Year 


Amount 








2 


1998 


15,235 




Oiiiiiiiiiiiiiiiiiiiiii 


iiiO 


Q 


3 


1999 


25,325 




;X 


87,087 


& 


4 


2000 


21 ,562 




y 


y 


5 


2001 


24,965 




■J 






6 — 


6 


Total 


87,087 










7 














8 














9 
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Ijjcj-mu C» 3 j^ o U=\JUol ijCuLoj '-Sljj MsgBox jl 00 Is _*»*. 

JjuO ( CjljujI olc\lbl 3 lS^Uj JlulS v _J\jO jIS l_Sl L v _5sjLoj 

jl Ij oLljujI^jo guLu 3 oLr:\lbl ^ Juj^ jL»j ^r! Ij 

JuukS ^_5VJ0 O^La^Juul Y* 4 4 U HV J^juO^I jl LcXjuJ 3 SI . Ju^jujU QjljujI^ CjljuJ^ CjJjOjO 

Lxx-juO J^SLajuuo jjj (jjuiSLc jl o^La^juul 3 v^xjujI^ ju^l^j^j ^_5 ^_juj jJljuj $ Wstch Window Jjjl 
<^Su jl O^la^juul Jo olj.-Li £ ^JVJO OjuO-b Ij J^JLuJ <^Su l^Ju < jjo 5 Lc IjO JL&I3OJ Jo Ij 
Ij ub^30 c LoLi jj ^j^»J3 1 I j YV Ju^s) . OljujI MsgBox Cl> Ljuj i^Sljj 

ksI&jS 3 juuS ]ou^> I j 3^lo Ctrl + Shift + Q jjuijjo i^lfcJuK j\ OilftTjuul lj.( JLUUU43J1J 

■ Jlu 5 cisLol lo * wQ (_S3^lo cu |^j 

Sub Results ( ) 

Dim A As Long, B As Long, C As Long 
A = Range ( "CashF low") .Value 
B = Range ( "Net Income") .Value 
C = Range ( "IncomeTax") .Value 

MsgBox "Cash Flow= " £ Format (A, "$#,## 0 ") £ vbCr £ _ 

"Net Income= " £ Format (B, "$#,## 0 ") £ vbCr £ _ 
"Income Tax= " £ Format(C, "$#,## 0 "), _ 

Title :="ABC Company Business Plan Results" 



End Sub 



.jluS>:> \j Ctrl + Shift + Q jJS 




\ c \S 3 uJj 



Lfi) b^l 3 

i_S LpJ^J «_<_» i_S \jj i I rfo I3 j\ Jj 3 JujS ^sujSU Q-tjjQjjlS 1 j l-gJcjJLuj .1 

LpJ^JLjj i_sljj \j /xjuuI cLjuu Lo < JLuo qjI jS.JuuS \j £uLij »_S3l> 

IncomeTax , Netlncome , CashFlow-/>jl 0^ 
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jJq_uU cSj \j jS )cd> — Jl kjS <3j)Lol />ltJ c tj^> <3j Jcl> .Y 

■ Jljuj /XjjuULftJ cSJkfij jJq-hjj CO vbCf olcxlS CjuCXjuoS 

CUo.<C> q^Jul ^j,a JluuuU jjSLLO b I \j J^jO jB ^JuuJ^LajU ^ JlC L^JuuJLSLjuU .T 



.^5-juJ ^_5VJ0 L.S Ju u J^LvjJ 

. JUul$ QuIulSJ uI^jlC jup£ju0 CjuOs_juUl9 j^> \j uI^jlC V a 0 ^2) jjlaSZJ Ij ^>Lj C CH^ ■ 

■jujukSu ^SuoS Hslp VBA cju0ouul9 jL Msg Box ^jb-o jj^jjuu ^\Llol l_sIjj 



JcjjOjS Qj Ld> OljuJ b^U ov>5 cisLol 



^Sj c J^jO jB V-SlgJul jlSb J^JO jB ^Sj <\j CjljujI^Ij ^Sj ClSLol t-SljJ \j Jul9jJ <jjI 



<Ju»J \j CjLJujI^b. JuuS j\j jjulj*! 3 0±jS \j N gjb. JuJkS ClSLol + Cjuo\Lc 

J^JLajU qS ^JVjO l Si a ft) Ij OljujI^^Li Jujl^j LoouU. JuJuuU Ij Lft) 3 -PP^ V^-AJ b ^J-ajULaJ^S 



. JuJuljU ^3-juJ vb^ol 

: JLjo 



— A1+A2*4.71+N( ,,c ljo3U2jo * ^jb^ 3 ^jylj olo ,^3^3 £<)joj>yo" ) 



Id) CjLJuub^b olc\Lbl 

CjljujI c U5^> ^-Su| CjljujI^^Ij V_Su| ■ JuulS CI 9 L 0 I CjljujI^Ij L^J3JLuJ Cp ^ JLDi^ ^JVJO 0jL>l J^JuUlSI 

TT ♦ ♦ ♦ Qj 2 > 3 Jl>jo j 3 -b) cp CjljujI^^Ij jj3i.JLp5 ^jub lj ^jvJuuo ul JUJI 3 J ClS 

.CjljujI jJaSIjIS 



Id) OLjJub^b <*3lbl 

. _LpS V l^LU I I j J 3 JLUJ . \ 

Insert cup^ ^Lo v-S^ j\ c^jujIj b juj^^ ^LioS 1^ Shift + F2 .T 

.-Lps 

v L*dI Ij comment 

.Jlhi 5 vub \ * (?i Cl5 Ij ^JVjulO OjuubiU cus^- .Y 
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j^Uo ^jOLoj CjljujI^^Ij .JlQ^ uLuJU Ij CjljujI^^Ij J-Jujbl 

.JUjjJ CjljujI^^Ij V-S 3l> J^JLjuU jbb CLlLuO CS 33 Ij ijdi^Lo LcX-ajJ ^ 3 -juJ ^JVJO 

(jl^ View -> Comments ^33 .p la> c^l^b cux& cop lsI jj : cl>^j ) 



CjljuJ >. bl QJuljuU U ^J fi\j 

/>b <J)Jo b jjulSj v-SIjj.CjljujI OAJLJUUU3J />b uSljb ^jOLjuul^^b t \yZjB jS-I° 

! >ob*jl \j jjj JoIjjo CjljujI^^Li 0Ajljuuu3j 

I3 j\ bu />b. J ujl$ v_-> L^jI L> Options -> General ->User name Tools ^3^ jl 

JuLd>l3> Jbxcl -XjJl> t-Sloi CjljujI^^Li ^j3jo ]qslB oIjj-l^j ^I.JuJib b 0.bb jju&j 

.JuCj 



V K 



JUJ IbbU \j&jS (juULU 



jjuSZJ 



Advanced Appearance 




If you select a windows and buttons setting other than Windows Classic, 
it will override the following settings, except in some older programs. 



Item: 

[ToolTip 

Font: 

| |V ial 



5ize: 



nr 



Color 1: Color 2: 

od d 



5ize: 



Color: 



■- b|/| 



OK 



Cancel 



CjLjCjb^b iS J U ulI^LjuJ jjuSD 

Display «_sl o^b^o jib ^jJo jl 
^>0 /)b*jl Windows Jq^o ^ Properties 

.i3_i uU 

Ij jbji jb <_Sld> ciobjj 3 J^uubl .1 

(_Std> JuJb jl Jujljjj 1 SvjO. Juub ‘-Lujob 

j3jjj3 Jjb * ._Lyb oila^juul Win ~h m 

(_jJLcl _,i «b CjljuuI lSjlJS 
j3Juu3 Cjuo\Lc 3 CjljuuI i3>3jo ld>JLiJb 
■ (OljujI OJljuJ (juULfiJ Ol (_S3j 

OJuuU jU (_S3juO jl.JuJib ib-Jb OljuuIj . T 

.jujb v^l U Properties cu,.jb 
jl 3-jujb jU Ij Appearance T 

.jujb vb^l L> Advanced ol 
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.juj 3 ^ jjuszj I j <Sj j 3 I j ToolTip cu jjS t Item jJ L s .Y 

.Juj 3^ okp*J:> Ojljul <p lj bi> Ojljul 3 <^Jj 3 \j Jcl> t Font jJL3 .0 

.j^^JbljOK .? 
._l«Jl^ <<5uJ£ \j OK jjj iSl Oj 3 b*uo j^b -V 



qj>^J 

jjj j.b ll J uljujU ^j-juubl j.b Clljul jl Ij Ld> Cjt_juub^L Q A(j^ TOOlTip jjlaSZJ 

■ JLd>^ ^jvjo jjulsJ Ju3-juj jj^Lb l& U3Sul 




Lq> Ca-ajuL^U OJl&LajUUO 

Reviewing JjjI jl$j j\ L ajuS v^I L> Options -> View cuu^ Tools ^.s^ro jl 

» Jub ^_ 5 VJ 0 ^L^JljuJ^U jjjUL/Loj C>QS>U W>SljJ c LLfjS ^LjuJ jJ-juoS I. Jujb O^LqJLjujI 

3 ^ 3 _juj ^jvjoJ oju^ Lq> CjLJuub^Li (jjo >9 viJLuo ) CjLJuub^Li jS LiLiu — H 

,^3-juJ ^JVjOU uLuJU CjljCjI^L 

cb J3JL-JUJ OljujIj CjuCXjuJ \Jb CIJUJ3S <bb>3^ Plxlio — ^°CjljujG^Ij jbjLuuu -bii 9 H 
^_s\j L o j OLJujb^L .^3-^ o.bb oLjuju Ca aax C jLjCjb^L ^3-^3 jbjLciju 

.Jujjlj jbjLuuu <jjI l_S3j Ij UJJ3I0 <b ^3 _juj ^jvjo jifclb 
o^b oLjuju c Cj*jj j2> ojuuj ^3 ^_sLd) Gj^jcob^b o> jbjbuuu 3 c^jljuu b ^ U 3 

.^ 3 -juj ^jvjo 

L^iJ CjljujI^Ij <^Su (jdUuLoJ 

C Liu £ OJUuJ j L ^S^JUO jl 3 < JLAJlS bJb CjLJUJ I J . Apb V L^jI ^>jb CjLJujb^lj Ij l _ 5 J 3 JLuU 

.ju^b v^l U Show Comment 

.JuLuj3^j Ij loi o^b b Juj^ jj-lSj jSup lSL> cp ul uJu^jub b Ij CjLJuub^b ^SjjS jIj 3 J^jo 

^3-juj OJu^ CjLJuub^b ^ ^jOboj LpJu Ij CjLJuub^b ^SjjS jIj 3 J^tjo -PJI3J ^jvjO Lxxjuu 

- XjL^^> JjIuL^J 



134 None 

135 Comment indicator only 

136 Comment & indicator 
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lSL^J^JLuu Li> v jljuJ ^!j 

Ju ^ jLjuJlS Ij Ctrl + C 3 V^»l ujl CjljujI^^Li lSIjL <-1^ Ij ^ 

Paste CLiuj^ OJljuJ j\j iS^Jd 0 jl JuJlS ^uJS CjljuuIj 3 vl^l Ij J3JLUJ .T 

. JuJlS 

v b^ol Ij Special 

.jlu 5 <SJS \j OK 3 o^jS v^l \j Comments <*jjJ> T 

Id) CjljujI^^U 

OJLjijU jlj (-S^JuO jl.JuJiS C-JS Oljuu(j 3 ‘ <w*lj%jij| Oi—ujl OljijOI^^U *-tS Ij t vJqJLxxJ 

. jjjlS <w>L?tLul \j Delete Comment 

oSjj tSld> OljuJ c Lo^> v- 9 Jo 

.juuS ^SuJS Special lS 3 j 3, (Go To v_sl o^Lsjo .plS) .j^:* jLii9 F, F 5 
.JLU 5 v^l \j comments cu,jS < Go To Special tsl o^buo .plS ^ .T 

. jlulS I J OK T 

. juJiS vL=^jI Ij Delete Comment < ojuuj jU <_S3-* j o jl 3 v 5 >.».l 5 > o>_ujI^ . Y 

la> CIjljuJ I^U b>r 

\j Sheet ^Sjjjuuj 3 oa_>^ <_< btiil Ij Page Setup -> Sheet «ujj^ File ^3^ jl 
: juj .5 vl^jl Comments jJLs ^ \j jjj ^sla cu >J, j\ jl JjS.juj .5 

. 3__>S Juid^^ L> ^ CjLJujIiil) ~ E 

Vj^bsr < aSjj jl jjjjy 3 ‘•CGI Jc> lSI aSjj Ij lfi> O-juuG^U — CiUU E 

Jl£)I3>- 

s-ib>r \j [ _^jo OJlO ciS Oi-ujIaaIj LpJu — C ^>J l jijuLoJ Juulxxd> E 

JLd)l3> 



137 At end of sheet 

138 As displayed on sheet 
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JuuS I ) dlL-JUJ liiU — cuSLi 

Page Setup — ^ File <_sc)juo jI.jluS <w»LsujI ^ I j i«xJ qJLuj 

vL=^l \j At end of Sheet <ujj$ Comments jJLs j^.juj.5 v^I L> Sheet 
L, Selection cu^ Print What CjuCXjuoS ^ 3 Print File ^s^juo jl.JuuS 

.JuukS Ij OK 3 JuJkS vl^jl 

L& CjljujI^^Ij Ld> ^jjulSLc Co qsLbl 

S' JuJLjuJj-QJ CjljuJ 3 ^ U C jjOdii <-0 jjJ Ij OS Jud^ tj I 

j\ 3 ^=juJL) OljuuIj t JlajlS V^L^luI OljujI GjljujI ,^U 1 -Sljl.b Ij Vaa 5Js^- JUkJ Qj! L_S jJ 

cUcLOJ c dLyjuJ 3 J o£ I j CjljujI^^Li V btDl lj Show Comment cujjS ojl^Ju jL i_s$juo 

.JUji 5 v_^Li«uj| oljuuI o Juuj c Uol>l 

.jlu5 v^I L> Format Comment -> Color and Lines -> Fill cu,_^ ojuJj jL «_S 3 Juo jl 
lS 3 j 3 jj-ikS Picture ^>juu v^I U Fill Effects. jl^ jU L> Color jJLs 

oljuuI^^Ij. cSL<_1S Ij OK 3 vL^ol lj _>Lu ijjjiSlc.jluS cSLdS Select Picture 

■ Jlu 5 ce> 3 J jJ 3 ^U Ojljjl jLj 1 ^) 
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l c 






Microsoft ExJ 


j Type a question for help 


J«G L&iAlj «P^ ftili jijlt 




eji iaj u-ji 




& X 'zl U MS| Normal - v> oeo 


§L 


10 -r B Z 



B4 - £ 




OljuJ qj oLcYLbl o^LljuujS 

■ OjLlC CU.JL^Qi^ JU3 jU Jf^JLuU Pj Ij ^JOLjujI^^Li Juul^j ^JVJOJ LxX-juJ c J^juoSI 

3^ ul 3 JuJl^ ^juU l _ 5 J 3 JLuU \j kS I L ^jJuO ^ JuJkS Juukp ^jvjoJ Io^juJ jl£J 

.^ 3 _juJ jj 5 >lb CjljujI^L 

. OljujI VBA j\ o^LqjljujI 0I3 

• JuuS j$j CU Ijjl 3 cisLol CjljujI^^Li CU Ij ^jvjuuo ^ Joi )3 ulSuol LcXjuJ Qj Jjj jS 

! CjljujI^^Li <\j <jJuO ClSLol V-SljJ 

RangeC'Al'O.AddComment Text :="Reviewed on " & Date 

!CjljujI^Ij <jJuO Jjusij L j$j CU cSljJ 

RangeCAl"). Comment Text :="Change On " & Date 

OujjLiul jl oLc\JJol lSjLju^J 3 CO I ) 

<\j Juukp J^uoSI uljjjl^.CjLJuULdi ^3^>3jo CjUjJuuI 3^ olc\Lbl j\ JjIs jj^Lqjo 

Cju 0 ul 9 j.a lo ) Ic X :') ? . JulaS J3j ^ lj ^3-> oLc\JLbl b JuljujLj ^jL-jujI^ ^_5cjuJ jJLjuj ^ olc\Lk>I 

... 3 bi> LjuJ 1 jj I y J 1 fi L^JUJ 
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CjJjJuuI j\ IpjT ^ v-SjLuj^J 3 olc\bbl ^3 v-Sljj JjoLajj 0^1 

. ^3-Juj U Lu ^J_juUL I C L^-JUUU ^LjuJ jj5> bS I jJ L^-juJ3 j I ■ CjljuJ I 



Excel 97 

b .p 3^_JUUC> l^SljJ Ij (URL) OuLuJ j^JVjLjuJU Jub Loouj t HV J^juUlSI 

.jujS iqy 

^jJo \j Jjj Js >\ JJO t 3>1 )LjulJL> <^Sb 0I3JLC CU ^JVjuuO Jjls <^Su ^jOLuJU <^SlJ OjuL>i <^ljJ 

:juj^ 

Ij WWW.bloomberg.com ouLuj < JLuo ^sIjj.jl^ jb Ij jku ^3^ (^_5 ^jU^juU I OliLjuJ ■ 1 

UJui <-Sl^J OjLuu ^1 ^jOLuuu.ijIi jj I <-Sl_>J »_sv^JLiito J3 Ia> OuLuu ^1 .JujS jU 

Ij ,_soLiu http://www.bloomberg.com/markets/fxc.html jl o_^l o.,Lc J3 Ia> 

(Ctrl + Q.jlhlS 

\j Start -> Programs -> Accessories -> Notepad cujj^ Windows p .Y 

.JlAS 

v btxil 

Cjl^J Ij JjL9.^3-juJ t3jlASbl> ^JVjuuO J^P OJ Ljuj ^joLuju b jLuoS Ij Ctrl + V .T 

J Luo o^LqjljujI jl jlul^ cjl 9^) iqy:ju^ jjj 

CrossCurrencyRates.iqy J^b IjjI />b 
Get External Data -> Run Web Query <uuj% Data ^uo jI.jl >j£ jb Ij <w J^aSI .¥ 

. JuJcS 

v L^jI Ij 

3 CrossCurrencyRates.iqy JjIs JLp co < Run Query v_sl a^be* plS p .& 

.JUjLoJ <w>Lsiijl Ip I 

iSJS OK lS3j Returning External Data to Microsoft Excel lsI apb** pb p .? 

.JuJiS 

. 33 — JjLuuo J^oS! ‘--•Sjj cu CjJpjjl jl olcYlbl U ^ lo^J Juc> .V 
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Excel 2000 

.j+S L> Get External Data -> New Web Query cujj^ Data CS3JU0 jl 
ouLuj: \Ux).jLaS tSjlilib- lj ouLuu JjoIS < Enter the address jJLs ^ .T 

^jvjoU.juJl^ Save Query <-S3 j 3 ^3 I_^jT I j ,_sJL9 

.JuuS \jj\ 3 XIjjSj jJaj ) 1 ) ^lLiuJS> kS\jJ \j 

.jujS SJS \j OK T 

C.,.15 OK iS$j Returning External Data to Microsoft Excel «_sl .pb p .Y 

.AjjLoJ 

Excel 2002 

\clH3 3 ^jls j uup Qj \j Ld> c lS Jlq^^ i svjO LoouO Qj \j OlSuol (jjl Y* *Y (_J_*axSI 

■ JujLoJ (_SjLuu3j Ij Id) Gib J3 Jl> 
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.ajuS U Import External Data -> New Web Query oajjS Data jl .) 
^1 jl<br U Vt'Ij \j Address jJLs ^ New Web Query is\ o^b&o .plS ^ .T 

.AjuS 

i \Jb <*-*!)<£ Ol ^S^jiAjaS Ol9:> vS c Uaji^> cu <-Sl 0 j 3 bsx> _plS .V 

.:> 3 _«jj v^*jl J 3 JV Ja &9 b Juj5 '-SLJ5 0 _*juui> <J$Aat v-^r Ojo-uu 

.juj. 5 <_SLJb Import ^ .T 

dJS OK Returning External Data to Microsoft Excel «_sl o^b&o .pb .p .0 

. a*jS 

I t_sld> o^li iSjLuj^j 

(97 , 2000 , 2002 J-ua^l ciSejuuu cluu p> i_sIjj) 






Q J>5J 

GjLo VS C>__) I _XJ (_Svj03_>J 
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. JuycS OljujI olcMJol c l^jJ 3^ Ij 

jj&lib Ij External Data JjJ _>\& L jl,C vG^ul U Refresh Data cujjS Data i_s$ juo jl 

.j^C CCS Refresh Data 03SC '-Ssj 

jl 3 cjljuuIj CJS Lfi>^l_>jl j\& j\ ^S->. ^3 j External Data JjjI j\& o ^ «_sljj 

. JujLoJ <-j L^jI l_jJ I OJljuJ jL 1S9JUO 

I i_Sld> oolo LSjLuJ 3 J 

Data Range 03SC iS$j External Data Jjjl j\$> ^ 

ciJCls ol_jjjo 3 ju jS \j Refresh every clj>S 

. JujlS Ij ^-SjLjuJ3j Jjo^c 3^ j^juu 

ju^ v^l lj Refresh data on file open 

33J o Qj JjlS OJuuj j\j cp b 

.Ju3-juJ ^SjLjuJ^J 



OJuuj iS$. ^UljuUL^ v_SLp usl_p>l 

vL=^l \j Get External Data -> Run Web Query <ujj$ Data iS^juo jl < <W J_«CI 

.ajjS 

\j Get External Data -> Run Saved Query <uu>$ Data ^.s^juo jl < T» ♦ ♦ J^uCI .p 

. JuC V boil 

\j Import External Data -> import Data Data lS$juo jl < Y**T J_ajCI ^ 

.jujS Lsujl 

. juC CCS Get Data iS$j $ vb^jl lj >laj 

(.juC CCS Open ^ T* *T J_«CI ) 



juC CCS Properties 



External Data Range Properties 



mu 



Name: (Bloomberg 

Query definition 



W Save guery definition 

5ave password 

Refresh control 



W Enable background refresh 
I” Refresh every [60 3 minutes 

I - Refresh data on file open 

I” Remove external data from worksheet before saving 
Data formatting and layout 
W Include field names 
|~ Include row numbers 
W Adjust column width 



r~ Preserve column sort/filter/layout 
I - Preserve cell formatting 



If the number of rows in the data range changes upon refresh: 
(* Insert cells for new data, delete unused cells 
C insert entire rows for new data, clear unused cells 
C Overwrite existing cells with new data, clear unused cells 

F Fill down formulas in columns adjacent to data 



OK | 


Cancel 
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^ \ J^s 




cu ClS CjljujI J^juO^I V-SloijL^ <JJjJ CjuJ0d3>l />S j\ ^JvSu < J-juoSI uljJjlS <*_jJLcl cSljJ 

olSu jo JlQ^I^Cv Cjl^J ^j3j 0 <Jj| \JJjdzj <jjI . JlQ}^ ^JVjO ^jI JlC I J Lpjl 

Qj J U&S <Jjl V^lg-JuJjC^jol .JU3 _juJ <U3j5 OJU.bli SjJLcI ClS ^JnjLq^JjC> ^j^jO t kSs>$5 3 
jjjUL^IS^ Ij V^T OJUuJ V-9juZ 5 uloj ^jj^LXX_JLic> jjJo CU ^ kSjsS LxX-juJ 



J^jjl J3J cu u^Sul OijS <=L9lk>l 

Print u^SLJ 3 Print 03Sul.juj_iujLd> ^ JoLjjl 035^1 $$ ijl jpLljuuI jIjjI JI3J 

! jl Jjj_)Lx JlLLjjuoJ jljjl j\$j »_S_> 5 L;i _/xj}_o <_sl& G3SJI. Preview 

Page Setup 0 
Set Print Area 0 
Custom Views 0 



!JujiS CI9L0I j\jj\ j\$J Cp _pj 0 _; 3 ^J <p Ij /X£jO <_sld) 03^1 ^1 

■ JlulS k5i.Jb> Oi_>jj \j UiK Ip I __* 1 3 J j I 1 ^5j <_S 3 j ■ 1 

.jlp^ v^I l> Customize ojuJj jL ^ 3 Juo jl .T 
.juj.5 vL=^I L> File , Commands jl T 

<p 3 cus^ Ij Page Setup G 3 SJ 3 jlgS viC5< Commands «_sl o^buo ,pl5 .p .T 

. Jla_PjlSiJ jI^jI JI 3J 
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c u 3 jS \jj'\ s -4^ Set Print Area 03IJ lS3j < Commands ls! o^Lsjo .plS .p .& 




■ JujuiiSj j\jj\ j\$j 3 

3 t JUJL$ C_-> btul \j View ySjjj-uj .? 
^ssj < Commands v_sl o^bw* 
l>l 3 jjjlS ^ Custom View 03IJ 

3 Juo JI 3 J ^_S 3 j cu 3 cuSjS 
jjJ 3 JU 0 JI 3 J cu \j U35uil Juukp ^jvjo ) 

^1 jlsj cisLbl lol juuS cisLbl 

(CjLJUjI LuLju J 3-^° 03 ^jl 



File t-S3JuO jl O^LqjLjujI Qj v-SjLj ^3 -juJ ^jvjO JLpjS ciSLol L jvJjLiul O3SU1I 3^ 

.cjLjJub jl^I3^j Setup Print Area 3 Print cu 
.jluuuj Ju^s Ijjl cu J03JJJO 1 Custom Views U3SLJ oujoj^I oLu t-sljj 



E Microsoft Ewcel - Chapter 1 1 1 


[jlP| File Edit View Insert Format Tools Data 


i L 


Window Help 




M 


C 


G 


Cash Flow report 
Balance Sheet 


K 


L 


0 


P 


1 


□ 














2 




April 2001 ▼ 


















3 


ABC Company Limited 














4 


Profit & Loss Statement for April 2001 












5 


















6 






Y1 


rD 


Previous Year 


Budget YTD 


7 






$ 


°/o 


$ 


°/o 


$ 


% 


3 




Income 






A 








9 




Sales 


1,015,016 


98,77% 


1,003,004 


U- 


98,88% 


901,016 


98,91% 


10 




Interest 


11,616 


1.13% 


10,404 


O 


-l,0j3% 


9,016 


0,99% 


11 




Other 1,016 


0,10% 1,004 




0,13% 


916 


0,10% 


12 


Total Income 1,027,548 


100,00% 1,014,412 


— 


100,03% 


910,948 


100,00% 



{^Dj 3 {JJjlaj 0L0 JojU S 

JuJuU ^JVJO J^juO^I ^jIJuLiLjujI ^Sj I j iJ^JLU olosJoJu jjj 

j Lfi_JuJ t W } . JuljujL L(XjuJ lS _>i) j Ly jJ a IoaD b V a C^)2> jjuSZJ \j LfiJ JuU Ic|j ^_^J0 
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1 ^ File->Page setup ^^juo jl oLxJaju oJ u:^ _>L lsIjj^jlhlhj \j J^uaSI ' IY o^ 

.JLaJiS <Jxj1 S ClSLol < 3 ^ cUd^jjO U<)Sul l_S3 _; U JLaJiS U Utiil 

oLoj L 3 />li « c Laju3^jIS />li u&jS jjjuli. oLxJaju -' £1 Headers and Footers E 

■ Jl)3_uj ^svjoJ JjoLuj U> 3 

3 oLjuj cu ^ 331^ L&^L> >£l - Sheet kSjj^juj < Uo Black and White 0 

. OljuULU JlULjuJ 3 ^ La-juJ Oj3^ L.J Lz> JDjS JjJuJ 0 1 A a lo a ) Lol < JulaS ^ - 5 LA L_J is> JulSLjuJ 

ksJjS ojLcx-^j ks\jj JdjB ji jlo oLxxJibu - Page l^huj .p First Page Number 0 
^_3jjJo jl LjjL> ^IjJ cUujS qjI ■ JjJ^-Jl*^^ ^ ^JlC cu IjjI.CjljujI 315^3^ J3I c^^ia^ 

.oljujI Jlljil tsljb Report Manager 

sjL> Ij qSjj qjjul^>: L ci^jj l^j Lxx_juj p — Page kSjjjuuj p .^ v Scaling H 

033-^ c^j |j qjI ( U/* a cfo _p Ij Customize View ) jluS 

1 page(s) wide by 1 tall 

■ jluuuu Ij jjj ob^>3j -^Inserting a logo into the header during printing 0 
.^3 _juj v__5vjo 0juL>*i> template v-sl JdjB Jjj lu o 1 a * lo u _p ojuJj ojIj oIj^ul^j 

Lcxjuj qj I j olSuol u^jI template jl o^LqjljujI . ( .x juuuu I j J-ajuSI o-v^ (^^cjuOjLq-juj < IT Ju^s) 

.Jl kjS kSJszj t-Sl^ O^LqjLjujI v-Sljj I j oIjj-lEj Jlq>J ^jla 

Ldi [ Jlx jj oLo^Jcuj jjulSj 

.AjjS vljiJul \j ld> ctfjj jl ^jvSu cUbj t QuSi^jl^ p A 

.jujS vl^jul I j Select All Sheets 30^ JLA S c^lj .T 
. jl. jS vL^jI I j Page Setup cujj^ File jl T 

. juIulSJ GjljuuI OJUuJ QJlSiS jjj C^ ^_ 5 | 03^-^ ^ lj JDjS JjJlaJ O LoudoJu ,T 

lSLJS CjljuJ Ij . JLlaS LJ Lz^IaJ I 0 jIj 3 ^ \j ClSjJ t Ju J I J jjuSU I j 0 1 A * lo aJ C^ ^_ 5 Vta ^3 ■ ^ 

.juuS vl^ul \j Ungroup Sheets cujj^ ojuJj jb kS$ix> jl 3 
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145 

146 

147 
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Customizing 

3 c L>lSL*/Dj-juJ 
JuJljuJ 3 0 LjuJ 
QSZ. SL*& 0 ^ 3 ^ 
i_S Jl*j j^jju Liio 

/)LSLiLDi 1 ^ 
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^_5vjoLoJ <-0 3 O Lc\lbl u>>S cisLol 




. jjjlS L> Page Setup cuujS File <_s$juo jl .1 
. ijuS v^I U Header/Footer vJ .T 

■ JlxjLoJ v L*dI Ij Custom Footer qju^ T 

.jlu^ jU lj Left section «ujj^ .T 
.jl^S Data ,Time , File , Tab 03 IJ ^ 3 ^ .0 

. AjJlS c5L«JLS OK <-S 3 j . ^ 

OJljuU OJ JjoIS JJLJ jOjO ClSLol 

cbUI^ Ij JjoI^ ciS Jlq>3 ,_s\jo Los—juu cp 1^ ulSuol ^1 Y ♦ ♦ Y u J_*jo5I 

<SJS Add Path 03 SLJ <~s^j < \JL 0 clL^-jjo cisLol L Ioouj 

■ JUjluJ __>Jj Ij S Qj Qj Jo^JjJO J^LjuO . J uJtS 




>a> cu l jvjLc\lbl i_sld> o^b <*3lbl sjZIo j\ o^Lft^juul 

_jl ,_syb> «-S oSjj 

jjb ^3_juj ^jvjo juljuuuo JjoLuj ciS \j olc\JLbl jC^Jo cp JuJ^ cisLol lj 

_\_d) I^J> OJuuj ju^juuuo jjjU3j b.JLui^ jJ^Uo JuJl^ LoouJ <-1^ v-Sl 

.JuJj 

,^ 5 -juJ jU 3 j^IjO j5ljuOjIjJ 3 b JuJ^ jLuJl9 I J Alt + Fll A 
.juuS ^J£ ThisWorkbok < Project Explorer ^ .T 
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.jujlil) Workbook_BeforePrint IjjT />U 3 juaS «a9Lbl Jjoa: CL» T 

■ AxaS v_jkjU Jjox. jA .¥ 

Private Sub Woukbook_Bef ouePr int (Cancel As Boolean) 

Act iveSheet . PageSetup . Lef tFooter = _ 

"£A£F£T£D " £ Act iveWoukbook . Path 

End Sub 



\kk kkK Cl) 3 uLoj t cLjuj^jI^ fi\j 1 />li ^j^kSZjo <=b A , F , T , D 
"&A&F&Z&T&D" \JU jS Jq_juj 3 J oc> T 4 4 T J^uoSI .0 

.JuuS \j oju^^ . f 



ljsJLu qJL Ui 




olSLi (jjl AjU \JU V AJj /jbjejl lSIjj 
lS3j c lSjul jl jjjjy cUSjS ^Joj _;A jjJ 

ja dLJS Jj3a ThisWorkbok 
v_sJsl v_sOaLl9I (j-ijb aJL »3 jA OJuuu jb 
vb*bl U Workbook cujjS .ujlu 
I 3 Before print cuijS /> 5 a aJLs ja 3. 

•-O \j OJljuj CLLftS (_Sbi> JiS ■ JuJlS <w* 

.jua 5 cisLol OjszLL) ja a3^3jo <_sla> a 5 




3 A ( ^/Ojl ) (jjoSLc l_Su 

.jluS v^I U Header/Footer .) 

.jl (A^ CLlK Custom Header lS3j .T 
.ajl *5 btbl I3 Left Area CjuCXjuoS .V 
< Insert Picture is\ ja 15 ja (oljujI., jl ^s^a ).jua 5 'CJ 5 Picture 03SJ .T 

. JuuLoJ l^LsajI 3 6 a _>5 Ijlo I3 />jI 

.jujS <SJS Insert ^33 .0 
.juaS CLJLS OK <-S3j . ^ 
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Y* * * 3 />jJ ) ,jjUlSLc <^Su 

.^JuS 

v L^ul I j A1 J^JLjuj A 
. jlajLou vbstiil I j Picture -> From File Insert jl .T 

.AjuS I j >bj -T 

.JuuS JOk* lo x ) jJdjuJ L \j ^jjoSLc j^-b .Y 
juuS L> Pa 9 e Setup cujj^ File ^ uo jl .0 

. jujkS ^btjul lj Sheet .F 

. jlajLoj v^I L> Rows to repeat at top ojjJ> .v 

. JuycS L^lJ I I j 1 jJo-AjJ . A 

. juJlS OK ^-S3j 

.JluLoJ jIj^U jSb ^-SljJ Ij J->IjjO <jjI .1 ♦ 

Jl*_q_juj 3 dl _*jj 

vb^ul b Black and White Page Setup is\ Oj^buo .plS ^ Sheet S jl 

. JujS 

cl^lsL^d oJsl :>JlC 

co Ij First page number < Page Setup <_sl o^btx) ^ Page £ j\ 

lSAJj ^jjuLJLo 

Fit to 1 page(s) wide by 1 < Page Setup tsl o^b*© .pb ^ Page S jl 

>-5L) i-sljb ju^lcp- ^s^jo <\S ^I_><.jujLoj £\L^>I 3 /xJqjJ l_> tall 

jl JL 1 JI 3 J ,_s\jo Job J 3 J 0 ^>Jaj jl JljJjIj ct$ jJ3 ci^r Lol Jl^JuL 

\XijjSiJ Oj$J Jjj jOuJojj 

1 page(s) wide by — (blank) pages tall 

MY 
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L^>r /x^jo cSL^SLuSj 

<\ ZXSLZ> O^LcXjJj l_sl_ < )j>l 3 Q. 7 XlSU£> OjLcXjJj 

. -XjlS ^ L^JljuLLaJ Oj LcXjuJ VJ b> ^sl* Ij ,_yjL^ J-ajoSI 

Page S jl o:>I-6.l.J U Page Setup 0 
Custorn Footer v _ssjl»ju:> o_>3^ <p ojLxjuu o^li j\ jS 0 

v_SvJiSl b Qsx. sl^> <Jxj djlo^Ju H 

Report Manager /xJap 0 
c lO'b 

.JLjJjIj c U-uJ^jJ b CLO»b ^JuC*: b °^fr > b 'Cj l-Sljli Jul^j J-ajUiSI Cb 

l _5Vjb = ? c U_*jJ3jJ Ctob V-Sb vJlJjAi 

^SjJS Set Print Area o^Sbl ujulhuu.jlh^ O^jS ^JUjSij v-Sljj I j j^u cL^b 

.(jLil cisLbl ^Ijjl ^ IjjT I ^buJI) JlulS^ 
.jl^ v^l L> Print Area Select Print Area cuj>$ File kS$jj* jl L 



^jvjb* c LjL*jJ3 : *jb c tob <^Su <J*j>S 2 j 

v _jsjbjj U Jujli c 'Ci 3 dili _;Lua9 lj Ctrl jCS.JluS <w>li«jijl Ij LpJ3JLuu jl i_Sl cp^-b 

jl b aajLoJ Cb_L5 Set Print Area 035b! -pjloJ ^Li&jol j_p \j i_s_>Sb.i »_sl cp^b ciS 
Cb <_svb> <pp>b vb*pl U P^t Area -> Select Print Area File iS&jo 

.Juuj Jl&Ic^ vbr c C>-Q.-^> 

S^b> uSl_p c U_ajj3 : o cpj>b Cb cp <U_«jJ3j^b <^9biol — cuSb 

cp^-b v_SLi cp Ij c U_»ju3 1 ob ,_so>l3j JLJI3J Los—juP T* *T 3V* ♦ ♦ J_*jul$I 
Cb Paste All U3£bl.Ju3_»jij sjb> < usvt^r c Lo>-b Cb 0I3JLC cp b JuJiS ^3 cCLaj j^ju 
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L 3^.JuuuU i_5\j0 T‘ ‘T 3 T* * * J-uo^l cp OJuuu ciSLiol AjJl> ulSuol 

j\$j Paste All 03SLJ T ♦ ♦ ♦ J^uoSI vb»^jl cul^l-x^ \j LpJ^JLuu jl 

\j Ctrl + C + C < T* *T J^u^l >^Lb Clipboard M 

Clipboard Edit lS^juo jl L < :>3^ jL Clipboard b jl^ jLii9 

.Jl^S 

v btxil \j 

PSStG All U^SuiI 1-S33 3 lj J3JL-AJJ cij 

0I3J1X CU lj c ljLAjJ 3 r*-^ ^_5^l3J <Jjl t JL>.Ju3-juJ i 3 jIJlSuI> C_juUjJ Pj OJuuJ 

. JuJkS uujAj uSvib> c L«j>b 

OJuuju <w>b> <^5vJb> oL^iQjZ) 

■ JljuJ JJai>lcpfcj <^L> « OJuuJ ^jvSj^o ^3^>3jo ^jJb* 



c Lc>b 3 “ c u5u 

vb^ijul lj uSV?b> Ss^b Lcxjuj ciS ^jOLoj. JujL ^_SV?b> C tc>b IpJu J^uaSI 

jLub ^jvjoJ Lcxjuj ^jvjo j-bu ol V-Sljj lj Pri nt _Area /xjujI J^uoSI juj^ 

vb^ul Name jl b> Print _Area /xjujI oljujI <usj$ J^b ^ ^b 

(J3jo>9 j\$j OuOouj JuJl$ 



(ShGGt jjb i_s\j U IgJC^LJuJ 3 ld>jJo_JuU jl>Su 



jJq-juj i_Sld> J 3 JL-AJJ ^> 3 jo 02 >l^ b JujtS jlj^J c l^ia^> v-S\Jb I j jJo_juj c-Su 

.Ju3-juj <^>L> b^jJo-juu j\ ^Sjuuj ^Sj b 
. _X_Q}.b ^_ 5 \j 0 f* > juj Ij jjjJ 3 j jtO JIjuO S' OljujI OJlO&jU 



: JUo 



LoouJ J3I J>l^ **J i^SLpJ 3 ^bjuJ j^.OljujI ubjjLjuJUO j\ JjoLjuJ J^juUlSI oS> jJ 

^jl3 \j Ls 3 Q^aJb Ojbxjuj t t ^jjuLoj t ObjjLjuuuo ^^j^bjuul 

A 1 :E 1000 ij\ cjljuuI OjltC 0 JljuJ (_S^b> 3 i_;li jicuuj ) * * * C*_«jU_>p 3 .jL)l 
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cujj^ ^s\jj \j J 3 I jJo^uj 3 0 ^ jL Ij Sheet Page Setup ^sl o^b** .p 

.jl^ vl^jul Rows to repeat at top 

uIc^jlC j-LljuJ jl JlS2J. CjljuUL^ J 3 I j-LljuJ l-Sld> OI 3 JLC 1-SljL OJuuJ 

.jul ojuuj 02 >b ^jijuLoJ t-Sljb v^sLq^jJq-*jj 

(Sheet oc^jljuj $ j]ouuj ju uj 

<w>L> CjqjLjuj 3 jJcljuj 3^ ^3^3^ ojjLlC b JuJkS <»_-> LsjjI Ij Row and column heading cuj>S 

.^3 _juj 

(Sheet ld> cjljujI^^L vl^>r 

U V C> '-sL^ol bs> b JuuS v^l U Comments -> At end of sheet «ujj^ 

As displayed on sheet cu,jS la_»ju ^I.jj^ CjLJuub^b t-S 3 l> V-Sbfc J 3 JL-JUJ Qj 

Juiji>l3> sjL> ^jvjo OJu^> ^ i3j3_buLod^ OLJujb^b JuJ £ v b^l Ij 
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.JuJ^ /xdiaj I j ^3^-^ ^-S jjS jl jS J-^-o 3 ojIjjI . ) 4 

L_OjI oolj> 

U3^Li3^ L_SljJ I j ^L.jujI ^3^ ^ ^JVJO OjL>l LxXjuJ <\j J^uUlSI 

(... 3 L^IIaJ t O lS l Qi <3 ^S2J> t 1 Cb C{_joS 3 £ ^jvj^LxSl jJjU l_J l_SL_& 3 *^>) ■ L AJLjujI^ 

U uL^Jl;! />L^Ju 5 > ^_ss lJu ul <\S ^-fjS Jujh U ^tSuol Or! I 

jI^LujT 

. JuS LljuJ I VJ L> j\ ctf CjLJUUt j5> ^jvaJLuSjo <_Slp^>lj 

File^Page Setup Sheet clj^ 
.joj^ ^ OK lS3j 3. joJjj lj' 00 Draft quality «^ujS.jlhl 5 v ^l U 
jL lj Properties £ .jl aS v^l U Format Object 36^ ^SJS c^ulj ^> 3 j 

.^3-juj ol b juyo ^lisjul \j Print object ^lajjS 3 



154 Object 

155 ^jvjljuul c \j>ljujJ v-Su ^jvjo jSI ^^jcxs^jo . ^>3 j b 

i^jj.Suoocijc> ^_svj<pr jSuls> ^I^jo »w»b>r qjI b.Juol Jaikp* j\£j cUjJj ^1 Ju-jujU cCLjujI^ JjL9 j\ I j 
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»col j 3 



JulxS ^UlSlJ 

Lj LaS^jo Ij L^jI c l_^ X+& jpsj Jul uj Os fi) l>S . JulaS ^_$vjo JuS Ij U-^l 

Oij Lj Ij Lpjl o_;Lj 3 i c iSjj ^jL^ jl Li -XjjiS «_9ji> Ctrl + 6 + 6 

.jujLuu jj&lb Ctrl + 6 -uK 



ub i_Sld> cCuj^ ^U%jul 

SJ Lj> < ^syUs^jl ^La> c *-Jj>S jl Oilfti_»jjl Lj Ij < T_»J>b j_o> Jl-JI^j ,_s^-0 i J_*jj_$l Lj 

Ij Print Fils 1 -S 3 » o jL_x_*jLoj v_jLj%jjI < jlClS L<* 1 * i^sljs- , <^0 I j <_sl cLo>b.jLp^ 

uHol La_pj cu o^I.juj. 5 vLiDl lj Selection Print What Ouoouas vL=^I 

q-5 -Wjb j-bL> clj ) .-x-_»jS vL-=? < Print_Area ji j-i^aJ o$j-i Ij lsI «u>b j^:> ^J^o 

(juuu v_svjo (_ajjsJ vjb>: tSljJ LSI c 'j- => 'b jl OjL^C t _S'jl^>; cp^-b 

VjL^> »_Slj_j. J ljjlS vL-^? U Lj ft c *-^jJ t_syl— ^ iSL& cpjs-b cLojS) b JuuS yjLjeJul Ij Q-kl>£jj\S 
(iJjjluj Ij (jjjb ). ju_i^ o^Laji-mul Report Manager jl < v_aJjjo oj 3 ^ u^jlj^ <-SiljLst> 
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v L> oLjcxJbJu <\Sjj jib v-SIjj.CjljujI i_Sld> °&jJ jl JjoLuj JjoL^ <jjjjljS kSj 

,j^jI 0j— »jjI Cjl.93 v-qJj olouJaJu <jjI 0jLj3^ OujJZj.CajujI OJuuj L _5vj3lajuo 

.b$j JLd>l3J> jJ$jz jL^juuu 0jIj3^ O^LoJiLjujI v-Sljj oLxxJbJu 
I \j oLouJojU jl V-Sl c L_C 3 j 0 ^iX) <\S sib$ ^JVJO I \j utSuol <Jjl LxjuJ <\J i^OuJjliLjuJ iSl&LoJ 
^jv-o ^Ij*jI \j LfcloJ jl l _ 5 V 3 _^uo 3 j^ozjjs Qj v-Sljj 

j 3 -Otx> c lSjuI O 3 JU JLpS <^jb> lj t-Sl JLukp ul ,j)j>lo jl ^ JulS 

.jlp^ JLcxd 0 jLj3^ Ij Page Setup co ^>0 oLcxJdJu ^ JLajuJ \j 



uSloJ <^SL> cisLol 

t Ju3_juj ( \S \j uSV^S-* ^ 3 i uSV!^ c ^ > ^ ) jl ^ 

. JluLoJ ulpj^ 

/)Lajl \j P396 Setup cLj oLjOsjJqju ^3 juu v —‘ "J-*l jb^ c t^ v_S I i_Sb-* .T 

.jlu 5 v^I b Custom Views View ^^juo jl T 

.jujS c!J 5 Add .T 
< Add View usl o^L^o .pLS ^ .0 
<-sloJ tjjl /x_»jjl Name jJLs 

.jujS \j 

.juJlS cxJS OK <-S3j . ^ 

3 lp_>3ji uj i U^h juu i 0J ijJ l _syL^ oLxJoaJ t \j LoJ LoouJ v _sOLoj 

b O^jS j * 1 » 9 i ^ A (_J«Q 9 .Ju 3 uj i «XuO _yCx_oi l ) i _y. 5u0^) uSl&jjJL^S oLo. » lo > > 

■ -XjuuuU 



0 j L q-juU l3Loj jl O^LfijLjujI V-J L^J3 JLjuJ 3 L&jJo- aj»J LJbjS jlSLjujl CIa^J 

v-Sl oj j t 6 Jl__juj ol pju lS l_£j 3 jt mj 3 td>jJo mJ juJ *S> j ISl ijjl l5 ; I J 

■ Jul OJLjuJ jl^Ljujl lfJ3JLjuJ 3 L^J-IcLjuJ Ol c l^ Jujt5 ClSLbl ( ^SjJ Qj j L q_juJ 








156 Custom Views 
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'Col j 3 J-A-u^l ,jliJ3a>l 



oSLoJ v-Su oj b>r 

v L> X ^_5 \j 0 ci5 lj ^jvjLoJ . 1 

Custom Views tsl o^L^o j\ 

.JuuS 

v b^ol 

.jujS C.J5 Show .Y 

.jujS <SJS Print 03SJ T 



l _5v_jujjlfi_juu lSLoj U 35 uI u.V)S cisLol 

■ JujluJ t^JVjuJjLa-^jU <_Slfi>loJ UJui 3 Ifiijljjl <0 03^0 1 OijS ClSLol t^lpjuOoujS 




^JOuUjlsLiuJ uSLoJ U^jS ClSLol 

U3_SL)I ^jOiLjiSl O-mUj^S UxjiijL*juijo Jul cU^Ljju c^ \j ,_s\jIou /x_uul JUJI3J loouj 

■ Xa. 0^3 ^Ljuul9 Lou i_juU jl i_jjuu \j EntGT JlJS.JuJlS V_juU 

lSLoj v^j 03 Jl> 

v_^L?tLul \j j— kaJ i__>3-j 0 i_Sl_ou /> uul 3 J_ 0 > v_> L^ul L> Custom Views View v-s^ jl 

.jluS Delete 3 



JLJ^Lj j-bL> CLj JUjIjU jLj LoouJ.^3_juJ ^JVJO JI &9 CLjuJ^jIS ^-juJjLq-juJ ^-SloJ 

I \j ^JVjLjOJ <\S l _5033.JL-aJl^ ^jlc> L-S^ 0 bx_AjJ ^ CjljujI ^JVjloJ ^Sljl-b C&jJ /)Ij^ ^ 

L> oloOaJu 3 ^>3_«jij ,_suo jb Lou ul co Jo3j_)jo cj^^j JuJiS ,_suo 

.^3-uj ,_suo JLo>x:I Jul 
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j lk>l 

q_j 3 02 > 3 — J ^9Uasjl Jul 6juC>i> Loouu ^jouJjLq-juj ^-SLou 

3 olj— JLxxd « LjoJ JuuojLu <ju jjS^gS . ^3-juj u^»juIjJ3 



I Lou (JjULiljuJ 




Report Manager 

kS -^3 lA>jI>-^ ^-jou^ cLj q_^ l _ 5 vjLq> <\2 c £l>g L Lou Jlq} J ^juo Ij ulSuol ,jul Loouj qj J^uaSI 

Report Manager ul jI.juj^ v^r -^1$^ qS oLoj ^ Ij LpjT 3 juj^ ojuc>i> lj jul ojuju 

. JuJlS O^La^JUjI Lfc yjJjj\j£ ^b*jl lSIjJ 



j-j ol ^ju^lu i_s I ju . _x_ajj U ^j^-jou Report 




Report Manager add-in 

Manager lsIjL (2002) XP ujuu-91 CD cuLl^Ljo 

Cx9l uu3_>5L;Lo CjuI uu j\ \j il J jU t <3 iUlj <~S$j 

.JuiS i^Jbb 

o add-in o ■>) tslj* T* ♦ ♦ 3 <W SI 

jl^l. j jujL ^juo Reports.xla ojl^ /uujI.juJjL 

i_ 5 uo v_ 5 ^ O^LqJLjujI J^juulSI <fc _ 5 v -L*-S lSL^ Qs>ljujJ 

U 3 _j> JubS vuTlu Ij-il 0 Aj 3 j^ <Ju»jou5> l_S 3 j jl Juukp 

J^uul-^I <j>L& ci^ljuulJ cljou^ <^sl>u add - ! n <jul q^ 

.jjS <_ 5 \jO JjO_C uLuoSu 

vl ^jI U Add-ins q Tools ^3 uo jl 

.JluS 

juujLj ^ 3 ^> 3 jo add-in ojuuj jL oljujj ^9 jSI .T 

CU. OljuUL_iJ O I *-. ju£LJ *-Lj l_S_)L_«J Cjj^XU I 1 

.JliJlS ? Juj 



.joj^ ^ Browse <_S3 j T 
.jluS Ijlu jljuuU Reports.xla /xjuuI »_sljl.i \j i_sl 0^3^ .T 



\ 
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'Col j 3 J-a-u^I ,jliJ3a>l 



.juJlS v-SLJS OK CS33 .0 

.joj^ v^jl L> Report Manager «ujj^ Add-ins Available Ouoouos .p .? 

.juuS CJ5 OK cs 3j .V 



Report Manager^ 3 jiuJjS qsl^l 



.juj. 5 vb=^jl U Report Manager cu,^ View is^juo jl .1 

.jlu5 SJS Add .T 
.jlu5 vjIj U />uujI« Report Name jJLs .p T 
■jiu^ vI^jI Ij sheet L View Section to Add Cju0ouUl 9 jl . ¥ 

. JuulS vUfcji-il ClSLol t-SljJ Ij LoJ QjJLjuUL>J .0 

Cj. uo> 0-9 Cjucxjuul.9 cLj ubj 3 ^ 3 _juj ^LobjljJ cp Jogjjjo ^loJ.JLpS ^SjJS Add ^ 

,^ 3 -juj Jii^uo Section in this Report jJLs 

(juujU jlu jZty.JuuS cSloiLoJ cisLol cSljj \j <jjI -V 

Oj 3 _jZ) cLj L& jLxx-juj b JuJlS v-j L^ul Ij Use Continuous Page Number cujj^ .A 

■ Ju 3 -juj v*jL> c ^- juJ 5 ^! 

OJUuJ ClSLol ^ t-SljJ b CjLJuUljfcj c \^tSL^> OjLcXjuJ /XjJiljU V-SljJ guj5> ' C dj-JUUU0 

^J^jO 1 ^JL-C L_sljb Ojk^-jOdS* OljuUC^J Qj>-q^£> .^Iju ^ 3^3 (Word jljSl fij j jl \buo ) Jul 



.^3_juj 

cLjobjljJ v-SLjoJ \1JLjo ) . Jl-aJlS cisLjol ,jjjjlj^ cLj Ij ^jn^Lil>Ljuj t-SLoJ 3 Juu> ■ J>dU 

a s 1 o i ..il <3 i t ~ . . . i^j s o_j Los *«u 1 _j (jjjjl_^_S jl Jl_o 3 ( v 1 3 lj ol_ij 3 s 3 * 1 1 

(. JuJtS ^3jU X A A AAl oUji->ill OjLoouO l_Sljb ^ Ij .JxSLol ^ Ouujl (J^SuOoo). JlajlS 



La> co 6 .^> cSjljC ojlcx_»i Jj^S oIj_j Report Manager jl .0^3; ,_^_o Ux_.ii 
lj First page number *ujjZ jjjuu. oUxJajj jlS qj\ ^sIjj.juj .5 ooI-6jl....>I 
3 ooj_S xyloLul lj File -> Page Setup lS3^uo jl.-o^o j^sti cu Auto jl 
s-usu o_u: cb Auto jl lj First Page Number cujj^ 3 jU lj Page £ 

/iUtjl JlxAI3> kS^ cSl c\Sjj jO lj jjuSU b>J I 
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i_sl_d>loJ jl «jjI Jjjjlj-S c L-j l_d> c L>-6_^ OSL-ol 

i^ V- « jj j Lg—mJ 

cisUbl v_sl^ j Custom Views jl o:>U^uul 

CUOUJ C^L-J CLu KjJ V-SL J 

cU^^.CjljujI <jJucxlajo ^_svib> i-Sljj 

3 0 X juJ JLoxJ \Ll9 (JjuLajuI jJ 

,Ju Q-juJ v^»L> CjljuuI OJuuJ 



<jujjljS <^Su b ‘ 

1^ Report Manager cujj^ View <_S 3 _juo jl . ^ 

.Jl^S 

v Utiil 

Jl-jjLxxj Ij .T 

. JuJlS 

V Utiil 

.jlhiS Print T 

( (_jjLJUjLJ < Ct9 i— .if) I L j_jjU__)ljS '-SLl jjuSZJ l_Sl__)J 

v _SvL_^: i_Sl d> <-Sjl <jj i_j_jjo L_) 

•juJlS v 5>.>.1^> Edit (_S 3 _) i (jjjjlji 

. viLJ5 Delete tSgy 3 0 ^ v^Lz^ju I 1 ^ t-Sljj 

CLob^j <^Su b ^jv-vi^bL^ Report Manager vib 

VBA ob$S 

^jui^ t< jl oLijlj5 v_sy-*juLuo olj Report Manager jl o^lfijLuul 

Lo uJ .xS (_sv_oJ clJIjI tjv *jjjla_«ju <-Sjl j_5 OjLo JJ <_sl_>—j \j i_S_)L$i 3 >- J— > o\j 3 C*_*jui_ij 
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'Col j 3 J-a-u^I ,jliJ3a>l 



3 HV v-Sljj Jjo^C OJ.I) .JlajlS ^b*j| v^r j^-X-^ cSu 3 j^Lo <^Su jl O^IqJLjujI b JUJI3J ^jvjo 

( _X_juJ LujO T 44 T3 



0 Microsoft Excel - PrintReports 



[ gP| File Edit View Insert Format Tools Data t Window Help 





A B 


C 


D 


E 


F 


1 


1=Sheet Sheet Name 

2=Area Name Area Name Page 

3=Custom View Custom View Number 


Print Report 








2 


1 Balance Sheet j~ 1 








3 


3 


ProfitLoss 


2 








4 


2 


SalesReport 


3 








5 














6 















CL-A^b /XjujI L ‘ T b 1 <Ju«J V-S^I-JlcI JjoLuJ U3jLjuJ <Jjl — A O^jLjuJ 



( OJLjuJ CLi L ou j\ <»_-> b> b 3 

t-Slj-J ^_A_jb C_a »jUj^ !j ^O. mJ I C L-S Jl-ajlS C-a— 9 J ^_j«J>b yO-Juul £ ^iSjJ ^o^jujI B O^^a-juJ 

jl 3 x A n^ jLjuJlS Ij F3 -X-u^ v3jlj^u|l> jjU LjO ^Suj 1 _QJ_> Jo jl Ij ^_5 VjoLajuI jjLjuJUJ oLujoJoI 

.JuJ^ vub Ij ^_5 CjuJj Lq_juU ^SLxXJ /XjuuI 3 K-S'lS Ij ,/Os_ajjI ol 

.^3 _JUJ SjL> ^ -Xjy^ vub CU 3^ Ij OjLcXjuJ — C O^jLjuJ 

JljS <^jo cisLiol jLS^3> Oj3_^) Q_j \j jLj ^j3jo olc\Lbl 3 _\_q}I 3_> <^b> jl 3>Slo 

gUjL) t /XjujI i jjljulLO t c \uuJ^)j\S /XjujI i QSZSL£) OjLxXjuJ t >J^U \JbLo 

. v^b> uloj 3 



Sub PrintReports ( ) 

Dim NumberPages As Integer 
Dim PageNumber As Integer 
Dim i As Integer 
Dim ActiveSh As Worksheet 
Dim ChooseShNameView As String 
Dim ShNameVieu As String 

Application. ScreenUpdating = False 
Set ActiveSh = ActiveSheet 
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For Each Cell In Range (Range ( rr A2 ") , _ 

Range ( rr A2 ") . End (xlDoun) ) 

ShNameView = Cell . Of f set (0, 1) .Value 
PageNuiriber = Cell . Of f set (0, 2) .Value 
Select Case Cell. Value 
Case 1 

Sheets (ShNameView) .Select 
Case 2 

Application. Goto Reference : =ShNameView 
Case 3 

Active Workbook. CustoinViews (ShNameView) .Show 
End Select 

With ActiveSheet . PageSetup 

. CenterFooter = PageNuiriber 

.LeftFooter = Ac tive Workbook. FullName £ _ 

"£A £T £D" 

End With 

Act iveWindow. SelectedSheets . Printout Copies : =1 
Next Cell 
ActiveSh. Select 
End Sub 



CIjljuJ I^U s ob^sJ 



J^L juU j-Jb t-Sljj ^S\ cuISIjl > jb J * ^ <^cb 3j^^° J-* cl oJL> . 1 

/>bfcjl ^5-JuJ A2 jl ^ A UC^JLjuJ 

.CjljujI OJuuj < 2>j3jo v3lp-juJ3j b ctp^b < ciiiJL> .T 

^ ujl i Cl fi* »Jjl i C l jj^uUUO ! OuOouJ OJUuJ <»_-> L> O LcMJol .T 

.(&T) oLoj s (&D) (&A) 

^j^jo .JUkS ^j^jo U Li^29 cl.aJj^jIS l_sIq> QsxlSl& Jo.Q-9 3j^Lo qjI .T 

cisLbl O^ji-juu cisLbl ol cu j 5 y.b i^sL& cbjJj^jjlS vj u u cu yjS 

lj VBA >-Su^ TA Ju^L-9.0Ju3j >t ! ^Oouul t-SljJ /xii> ^jvSy 3 

vAjSxu ujlJ clJ35[j> 3 c^iLjuijlj 3 jb lj kS\ cLjU^jI^ cU3S[j> Juylju b JlUuuj 



b CjljujI jb t-Sl ctf ^jvjo 

nJuuS Ju^lLo ul cu |j 3jSLo 3 c^Ljol q^jj cu <_s| cux 5 ^ « 3j^Lo ^S\jj .0 



O^lajLjujI CjuL^J qj^Ljol kS\jj qjI j\ JLyky ^jvjo bxjuu . ^ 
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'Col j 3 J-a-u^I ,jliJ 3 a>l 



^ Y J-^9 






^j3_j0 3 JljI ^_5^0 CL^LjuUlJ C Lj CjuljuUU Ld^^3jLfJ kSjuuJ U J^uoSI CL^LjuUU jJb 

(JL_ajuuiJ \j T JuZl_9) . JlJl$ ^_5^0 \LoLS L&jljjl j\$-J 3 ^SJUulK »jJ t L&jI-^jOU 

^J-juUL- °Lj ) Lj5>jI:>3jCXJ 3 ^JuuJLSt aJj lS l jJ ! jl lS^ JL-SjuO 3 P Q **X> 0^3-X^JO Cjl9 LuJ3 j.Su Lo 

JXjuIoJ jI^3jOJ J^-juJ Cb l 3V3>' Cp Ij CjljujI j-^lS °& CjljujI 0 ClSLol 

V-SLo^jljjl j\ c lS \ <_5\^0 LcX_juJ CLj Ij uLSuol <Jjl Lq>jI^3jOJ ^j3j 0 J^uUlSI L_sl& CjiSjuuJLU 

j\S$$z> 3 -^>3 lo> ov>S cisLbl i Clip Art L j^L^u WordArt juulo 

LuuLajULJ I j jI^ 3 _xxj ^ 3 -j 1 ♦ ♦ jl .-X_,b5 O^LqJL_ajjI ^jv-Lc> 3 

jjupi Ijjl Jlq^ ^JVJO Oj L>l 3 _u5 ^JVJO 

Ju^l.9 ,j^jI Lx> kjj .Jl-uI^ Ij L&jI^3joJ ^L<*jI Lxxjuj Ju£ ^jvjo 0^1 

2 >j 3 -jo L^-^jJo 3 j 3 CjljuuljI^ Jl-x£>I 3 J> Lq^jI 2 > 3 joJ $j$-o l _ 5 vSLJoI 5 j\$.jz 3 O Hi 

■ JLp Juu^l3J> i-SIq>jI:>3joJ 



F1 1 U I&jI^joJ CoLuj 

. 1 ^jQ OLjuUU 1 qJoLuQ JcLjuU^j \j iSLd) 0 > .i C H & JuuuuU \j jjj JSLjuO i '-SljJ 

- jLjoS Ij FI 1 jlJ 5 3 -Aj-C *_>L%jul Li> o^l 3 Ij J3 J— >-*j CL> 



0 Microsoft EkccI - Chapter 12 1 


I^T] File Edit View Insert Format Tools Data Window Help 




A 


B 


C 


D 


E 


1 


Zone 


1999 


2000 


2001 




2 


N. America 


10,000 


5,000 


1,500 


3 


W. Europe 


15,000 


6,000 


2,500 




4 


E. Europe 


7,500 


7,000 


3,500 




5 


Asia 


2,000 


8,000 


4,500 




6 


Africa 


2,500 


9,000 


5,500 




7 


S.America 


3,000 


10,000 


6,500 




8 


Australia 


2,500 


6,500 


3,850 




rt 
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c lS lx> uJ <3 ‘ ^ L-S^° JuuO^I — C \^UuU 

)\ v-SJuJl> 



E Microsoft Excel - Chapter 12 



\ $F] File Edit View Insert Format Tools Chart Window Help Type a question for 

T iff | hA T [M] | Bi [W|| ^ ^ T 




jI^jI j\$j j\ O^LqJLjuu U C*J>Luu 

Chart Type 03SL1I iS$j jb^joJ jljjl j\$j 3 1 juuS vbsijl o^b J3 jc> \j J3JLUU <Sj 

vC»ujl ol3^sJi cLj I j jb3_oJ p uLuulJ \j Ld)jb3joJ j I ^jvaJLusjo ^ l^j I b JuJi^ O-Jb 

.IjuS 

.^3_>Ju i_5vj 0 ClSLol CjlCj_ajU <3j jli3jOJ — 



Y*1 
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0 Microsoft Encel - Chapter 12 



File Edit View Insert Format Tools Chart Window Help 




L Ld>jl^3joJ Ojljjl 

V-SjI^^joJ Li t jLuJlS \j FI 1 J uJS JUjIjJ I ) JUaS vL^jl Ij jI-^jOU 

Sized with View ^uo jI.jujLoJ \j oljujI ojuJj L> ^j-o^ j* L> 

■ JLjuJ /XjJiLU Ojljul \j j$]o <\j V LsjjI \j Window 



u^>jS u^*j J:> 3oJ £$j 

(_Sj_SL(i p Q-J v_-> I injiJ I U L Fll aJS o^b jLuii9 L I j u&jS u^h. 1 _$\jo Lxjuu 

.jujio jjusii Chart jIjjI j\$j jl l&jli^joJ jl 

jl. C—JLS o uj\j i jujLoJ \j CjjjlS ojuuu <_SjLuu L> jl^c^oJ L jI^^joJ 

iS$j _juJ iL^tjul c_> uj _>^9 jl .v_^d>ly> l _sv_o ci_S t> i_Sjl^>3_oJ p cj—i t Chart >_S3_>.o 

.juj.5 <SJS OK SJS Set as Default 
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J 
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Asia 


Africa 


S. America 






7 


1999 


950 


S50 


1,500 


250 


1,250 


950 






3 


2000 

2001 


1,250 


1,340 


1,000 


750 


1,000 


1,750 
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1,100 


2,500 


500 


1,250 


1,750 


1,500 
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cLjuu^jIS cu c Uj - >S uSld> cLosS^ cisLol 

v>l 3 Forms jI>jI 3 I 3 J jl o^lojL-juul U j-j cujjS 3 lo> cixxS^ <. lo> ComboBox juuIoj^ 
.jujkS lj Forms c ujj^ ol jl 3 oljujIj jljjl 3 I 3 J <^Su v 333 .ju 3 .juj 
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B 


C 


D 


E 


F 


G 


H 


I 


J 


K 



2 


3 


4 


5 


6 
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0 
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14 
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16 


17 



1999 O 



2000 ® 



2001 C 



2000 



2000 

1500 

1000 

500 

0 



N. America W. Europe E. Europe 



Asia 



Africa 



S. America 



Ifo ▼ x 




Asl ab 


□ -j 


W @ 


| H § Option Button] 


El 10 




g - 


ff 0 


::::: * 



ckS jj usyCr LuT 9 C.,.15 Option Button cui^ tSgy < Forms Jjj\ jl . \ 

\j Alt Jl_JS <\S l _sJL> ji.jL_*jloJ C j_> 3 GSjS vO^I L> c Us^r ^ 3 ^> 3 jo [ jjja 

jl>-9 _>Jaj s jo J 3 JLUU <-S 3 j b Ju_*jiji5ij lj Option Button jul cu-niB ciSb o**b 

(1999 ij-i-O OljuliIj GuOuuiS ji 1 JSLvjU 

c OljuULuU ( jjluI_>j 9 oJL> _)_$l ) vLioul oJL> _p \j Option Button .Y 

3 jlu 5 *s— ^ !_>-•;.) I \j Format Control ^Loj^.jLyS *.C_»Jb> o_ujIj 3 ( \-*jS o—uulj 

■Juj5 v_;b%jkj| \j Control 

jL$ \j 3 o (j_»l F3 } jl-xaS lj c Ljsb jl_< 3 jj * s l p 13 1 “ 1 §— >_>o < Cell link jJLs . Y 

LinkNumber <_susj 

.jlu^ cislbl 2001 3 2000 CajuuIj 005^9 cu jlji Option Button b ^ .Y 



qj>^J 

J3J kij.juuS uS'JjLaajlaj c i>3j Option Buttons <_Sjl.x 5 ijL> 3 »_ss*S Jjcxx; cu 

ujuL-^juI j—i L> Option Button J_u_sjo < LinkNumber < cujisb _x >3-0 

c_> juuI 1 _s^jl2jo l j_)l clj jj—il.jLjli^A jb Forms ^I^jI J3J jl ol iSjIjiSbb* 
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\j T ^-X_c />3^ <\ _xx 5 :> 3 jb cusb J3JLUJ cu \j \ ^JlC J3I cux 5 ^ 

•jS>\ ^jJI 3 Jul^jS jb cusb Ju 3 jU J 3 JL-JUJ CU 

3 ^ £ Jl_aJl^ ^ 5^0 cisLjol c L^jJ co j^u.b Option Buttons b 3 ^ Ixxjuj ci^ ^jOboj 
j$j ° < - > . c *-^b -Lj9*4 Lj .P l_SjI _X^jL> co j 15^3> j 3 _b co cux5^ 

Jlj 3 jU J 3 J »jj £>jjo b \j cLxx^^ ,jjI JujI-XJ jLu Lcxjuj Oh-ll^bu Juoi>l 3 > 

. JlajlS J 3 j ^b c ^b 



ni 



0^/L> O^jIp jl >^jou l^u u ^>S qsLbl 



cU—juj^ «^ 9 ljJol p 0^3-j jI-JlQjo Juj> t-Sljl^ CO30J j3-b co OjjI^ p OjjI^ jI^3joJ \Sj 

qS ^jOLjoJ ^3_j Jlq>I 3^ Juajo OjjL p djjl.b jI^3joJ kSj.JJjjS j\jS kSs>$5 jj^Lqjo 

cLj <^pj jJ^Lojo p ^ Juuub Km sSs>^ ^L^juLJuuu t-Sljl^ loouj kS\ OjjL jI^3joJ 

.JuljujLj uJul3_> JjL 9 

J3-)l^> t-SLdi 62 >l^ cOjiij j\ LuljuulJ c lS O uul i^jpLfijO Ld> 6^1^ J3 Jl_> 0L93I 

<\S ^jOLoj O »jjI ^_sJLc jL^juulj J*> olj <^Sj Ojjb p OjjI^ jI^>3joJ -JuuJj ^jvjo j-bu co jjSjjj 

I^I^juljuiJlJ ji-JkS p -X_ajJj ^JVjO J— bu c Lj qS CjljujI ^L^Jul-ajUU LxXjuJ t-Sl Ojjl^ jl^jOJ 

Ij jplfijO ^J>3^ Ojjb 3 <jaJuboJ Ij jJ^LqjO OjjI^. Ju3-juJ fiS 

. Jai >3 ^jijuLoJ 03 jS Ij^o 0^3^ cu 

^JVjLpJu CLj Lpjl jl ^j 3 -J 0 CL_juJ CC^ x;x uH C^) CjuOuJ jJ^LqjO t Jjj J^-JUJ C L> 3 J 

JjoLjuJ Ij JLZVp 1 ♦ OJulo ^JvSb .^>[30 ^JVjoLoJ. J ul 1 ^I^Lil>I ^3^ CU J .5 Cju 0 o 3 

) ♦ CLj Ij ^jI3-jo c iS \ ^j^jo Ij uLSuol qjI Lxxjuj co ^.Sj^ jI^3joJ jI^3joJ ^j . Ju3_Lu ^jvjo 

.JuuS lSJuU CLLjuJ^ 
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Tools Data Window 


Help 












A 


B 


0 


D 


E 


F 


G 


H 


I 



22, 500. 00 



14, □□□.□□ 



Wages 50, □□□.□□ 

Employees benefits 
Subcontractors 
Travel 1,250.00 

Telephone 2,500.00 

Rent 2,850.00 

Office Supplies 1,982.00 

Misc. 982.00 




10 



11 



12 



13 



14 



15 



16 



17 



18 



19 



□ Wages 

■ Employees 
benefits 

□ Subcontractors 

□ Travel 

■ Telephone 

□ Rent 

■ Office Supplies 

□ Misc. 



23% 



15% 



3%. 



2% 




52% 



3% 



.jujS L> ta> U A 

.jujS <SJS Chart Wizard 03I1I .T 
Chart Ouoouo9 j\ oT 3 vb^l U Standard Types Y j\ ) cLb^ ^ T 

. jlajLoj U Pie type 
( £3^ ? j\ ) .JuJiS v b*iil L> Pie of Pie .£ 

3 l_> Data Labels <^yjM> < £ j\ T ciobl _,L3 joj ^bsjl cp .o 

.jlajLoj L> Show label and percent 

.jl^S CJb Finish ^3., .1 
(^jSLuu i_sl 63^ v _j^>l3j ) .JluiS <_iL«ril lj _,b3xO c >+>b . _,L3 joJ .V 
vb^ol L> Format Data Series «ujj^ oju^ jL lS^juo jl 3 CJb oljuuIj .A 

..UiS vbtul lj Options Syyjj A 
^Ijljp cl^ Ij Li v^fti < Second plot contain the last jJLi A* 

0 O-XXaS i_,l3^0 ^Ijk-Sj i JUuO (Jjl ji.JujLoJ <_iL*la-)I CjuuuI ^jls- 0 

. Cl>_uJ I ^j3jO 

.jlp 5 viJb OK ^ .'l ^ 
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U joSLc L 05 \5 K r jLJuJO>jj 



CjlCL K-J I Jl> U Iq^jI^CJjOJ JoLjuJU Ij ..bjlju 1-SjjuJO J^jCXSjO jl 

ClSLiol <jjUL_SLc i J-Jj KjJ .J uS ^JVJO j-ku SjJL> VS^ Li^^> 3 OJuuJ C ^>3J 

V-SLoi ^jljuUL-^TjJ c Lj JL-^ljP* 1^-0 c lS 3_^j j^-d> C i—J Ij o\1jCX> JluI^J ^JVjO IjOouJ.CjljujI OJuuJ 

Ja_dS JuC> jj 3> L b \j l& ^jljuulj>jj L JuaS cisLol l& 

■JUjj 5 jtSu Ij 
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oS Jl_a_q>I3J> ^_5^o jS\ ).Jl-u5 vb^l Ij >tu ^j^jo i3lo> t_Sld> ^ ^juUOjJ < jli^jOJ ^ 

(juJiS u 5 j^sij jJ£*CU (-Sj U Ij Lpjl CIjOj 5> 

.jlu5 v^I \j Picture cu j£ Insert ^s^juo jl .T 
«_s jj>qJ (jlu5 v^I File iS $ juo jl Y ♦ ♦ ♦ Lp V J_ajo 5I .p ) Insert Clip Art jl .Y 

. jjjS vl^jUl />b?jl Ij uA* 3 S2 J ul b Ju^lp> ,_S'jO ct^ Ij 
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)T J^s 



J^juoSI <*SjL»jJ juU 



O *N \ i i ill 1 iVl ^_5^J0 Ij Lj 3 /X_£jO jL^juULJ l-Sl&jlS t J^juO^I jJjlS <*-Su 0I3JLC CU LoouJ 

\Uljo . Jl_aJl^ Va 3Vu^L^ijuj 3 1 j ^ b JuJiS ^jvjo 033 Ol cSljj L^JLcLjuj 

3 Ld> ^JVjLjuUj J3 j ^ 4 L) V-SuLJUJ £ 0 ) ol OjuL^O 3 cSuL-HjJ bS JU u J ^LjuJ 

^ a 5 V KjjjLfi-JUJ l_SLj^ C'a KAtjJpS J—JuS& t JoO ^yDjB {JjJuU OLouJoJtJ J»AjL£J £ V^? '-SljJ ld> PJ 

.jj>l ^jJI 3 OJuuj 

t _x_aJj jl-^I3> Lu_jujI Options i_sl o^lc^jo oLduJojJ o^jl-^jo b Lxjuj « ,jjI 

• JuuS O^IqJLjujI Ojb^ ol jl Jl £j b Juj 3>I3> Oju«J>i> 3SJI 0I3JLC CU lj cOuJ 3J;15 



LoJ 0 

JLfcd j3_\ O3 ^j-jolc ^OJLjuUL_a_juU Jo kjJ3^ J^JuUL^I (jLjJLjLoj 03 -^J Op*IjJ \ < JjJlaJ oLouJoJij 

Ij PropGrtios ccjujS .jl-ajLoj b^LJS oljuuIj Desktop ^3 j 3 lj J^juu^I 

cLJujS c o^ ojljuuI ^/oj\J XP j3-^os jb lj Appearance ^Sjjjuuj 3 <*_-> btxil 

(- /> - . jl^ Advanced 

Item 1-S3-JUO ^3-|jJo jl Jujkp ^3 -juj ^jvjo cLLa^ J-^3 <jjI ^ i_S.V)I3jo jj+su v-Sljj 

! Jul OJljuJ 6^3! JuulS JLxcl Jujkp ^_5VJ0 <- 1 $ Oi> JlOLo jl « 3 ^jI 3 jO .JujlS Jjox: 

J3 j^ uj I 3I3O sj-> c L_juj 3 ^j 15 3^ Lo> c 0^jJ juj “ joLi Jo_Z> OjIjljI 0 

Jo^ ojIjuI b j u^d>^ I j J od> ojljul Scroll Bar c cuj^ OjuOouUl 9 ^JVJO ^3^cc^jo 

.JuS Ld) ClSjJ ^JVjoLuul 

jlj_j| jl_9-j lj Lfi> O^Sul cb Jo^jjjO cuSLi 3 (J3JL1UJ i_Sld> CjljujI^^U i^AJuJLCuj 0 
- jjjJZj Ij lo> 3 c bjjoj (_jjju CLij 3 <-bjL^ *_>L%jul \j Tool Tip Ju-do ^<_kSJ 
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Advanced Appearance 

Inactive Window 
I Active Window 



Normal Disabled Selected 
Window Text 



Message Box 







If you select a windows and buttons setting other than Windows Classic, 
it will override the following settings, except in some older programs. 



Item: 



Size: 



17 



Color 1: Color 2: 

\ R I' R 



Font: 



Size: 



Color: 

I H BIZI 



OK 



Cancel 



Options <»sl 

Options v_sl <y#L=«> vL^jl L> Options < Tools i_S3_juo jl < Jjuul^I ^ 

<-9j_lo j\ oS Cj «jul v _5 oI—XXjJqjU LSljli uU j— d> ( ijli l-Sil-X — Slj 

t_S^L)J Gji—UX&l jl lit) Li jujI Ld> I I.J q_Suul.CA uj| OJi /uJ ^SUjSL) C*5 Lo 
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( View ySjjj-uJ ) jSL*£> <jjuyloJ 

^_5^0 V-Sjj^5-JL> jJL-*£) <jaJuloJ j\ Z6TO vsluss C Ujj^ 

.CjljujI Jl^Ojo ciJujS 

( View \Sjjj-uj ) LoJl&I^ ]o^]cc> ^jduyLoJ 

c L>-Q_^ LxxjlQ^Ij b>3 lo> cU^Jul i_S I^j . ^jvjo JjjukS L> 3^ nT louu 5 >lj b^d> 

j I Ij Gridlines cujj^.jl^ Option .pLS .p View jl jJs-A j^loj 

OJlj^ cSI^j J^jcxX: qjI .JuJujj LxxJlQ^Ij -bc)-b.>- O3JU v-Sl O^jJLjua^ cL>-6.^ ti JuJ S v^*jl 

■ JljuU U ^_5 VJO <»-jljuJ LiuO OJuuJ ^-LS LuO I <l-SLd>jjJO 3 l °3 lo "> JjO 

L| Ju3_juj OJlj^ 3^ clScjI jl /x^I.Juuj JuLd>l3>j ^jL> Loulq^Ij b>3^i> « ^jS u ojlu j3-bj 

^_sl_d) cLJujS i LxxJl&Ij log) lo-> v^Lc> cLj j3_jC*jo Ij J*juul_SI c ^_SLaj I cSlj^j .Ju3-jujlJ OJlj^ 

.jlujj ^-SLu Ij Gridlines cujjS ^jju^ljuj 3 v [s%jj\ \j File Page setup -> Sheet 



( General ) ojuuu o^Lq. juu j^^I <*-sL& ojucjjj cjljuj^}3 

File V-S3JU0 3^ Ij JljI 0$jS 0^laJL_Jujl j^>\ °& \j OJu^ jl Juukp Lcxjuj 

■ JujS^ 6-^3 ^ H ^Ijl^j qjjJLjujuj cp I j <jijLU ^ I 

(General kS^j^uj) jujl> Ls> ^Iaszj /y+kouj 

v 3 jj^ 3 _L> L _5\SLjol i-SLq} c L-^jJ ^Ic*jI j\ Lj -XjJl> cLjuj^jIS Ij l& ^jJ 2 >Ijl 2 j 

Lj t-Sl CL-juJ^jL^ 3^ V^^jl lj ^l-XS2J <Jjl CjljujI ^J^uOsJO ^ ^jvjbtjl U.JLukS 

■ CjljuuI jJuLjujI JoS L_S Lq> 

(General ^IjjLljujI Jo 

clj ojIjljI 3 Jq3-.jl_«jjIj JjuuSI i_sLd> ci_»jj3^jI^ ijljjLLiujI Ja> 1 * ojljul Arial J cu> 

_),uai filcpdi 

162 Gridline 
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(General juj) 0Ju3jj 

c Lj J^ajUL-^I /)u±jSj ^jZIZ^LjuJLjO ^SLjuULJ^ l>jl J. 2 HO i OJu 3 ^ uloj j£\ 

clj Ij V&j-S u ijLu J^jo qjI.-xj^ ^jvjo My Documents IjjI { Jjju u j3_L> 

■Juj 3>:> okpd:* 

(General >o-^) />b 

jj5>Ub l& <\ Sjj ^^>5 jo v-Slo> CIjljuj I ->-> b cUxj 3> />ouul jJLs lj uLucxjujI 

OuO^julJL-9 fy jujI Qjl ^ k JuJlajU oLcMJol t 1 * JuZiS jl lj c lJo^JjjO . JljuU Jl&Icp> 

^jvjo j^Lb cijoj^ Properties 



( ^ <*-SLp 1 -juUlJ jJjuuJ ) ^_5V_Juj j Ifi-JuJ L^JLajUL:. J 

uJjLq-ajJ lSL^a a a JL a J jl 0^> LoJ. uJ I I ) ■ X ClSLjol ajUjLq-juU L-S IgJL aaJL a J ci J Ij aaJL k J 

c L)i uJ^ . _L_yd LgJ_gJL a a / Qj \j CjljuULiJ Ol OljuULiJ qjI jl ^p^jujI b JujI^ v_ 5 ^ 

.CjljuULU CjljuULiJ ^-Ajb <-0 V-Sjbj OJla-jujiS b 3 c Cil9j^ ljj| 

^_ 5 ^j 0 OJu_juUL_S b ljj| (JjULiljuJ 3 lj ^JVjuuO LcXjuJ ^_5vJL93 

CL-jJij JUkS Cjc-QjUojO Lpjl jl ^JV-Sb Lj j^I .JuS Cl^uUulajO ^ 3 ^> 3 j 0 I^I^jLjuiJlJ L Ijjl J^uUlSI 

.JuS ^-0 ±j\$ j 3 -b cp lj CjljuuuJ 

OljuUL_J c L-^ juJjj ^jjuLjujI jJ Ij L.CJ od^> JuJ }p ^ \J0 ^J^juJjIq-juJ ^L^JLjuULaJ jl O^LfijLjujI L 

Ju^L-9 .Jl-uLxxJ V-jlJjjO UiJI ^3jS> ^jjjLujI jJ \j Lfjl c lSbj I l-SL> ^ .JlajlS ^jUjJO Jul O^jS 5j\$ 

.JuuuuU \j l_SjljuJ t 1 V 

: JLud 

3 \j QuuLj 3 ^?r CIjuOouj ^ 3 ^ 3 ^ c CL*jj^.JuJ^ ^_ajU A 1 J 3 ^- j uj \j JsnUSry 

i_sL_d> J3J juj dl juj uSL^Lo jl ^j\JLjuljl_jJ . J u3 ^ A12 J3J— *-J b Ld> b jLUULtSkJ 

.jj^juu jjvjo ^13 A 1 :A 12 
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^5 \-juU J lSL^ JL juUlJ ^0 CjljuULjJ U^> ^isLz 

■ JuU Loj L_jU L JuuS ^jl<C| X* (fo[y> ^_5U0 c l S Ij i^JVjLajUuJ < L^J^JLjuU 3 ^ . } 

. JuuS 

v btxil L, - j ujuULjJ <_S3l> lSL^J^JLuu 62>3Jc^jo .T 
.jl^S v^I U Custom List £ 3^ v Ltul U Options cu,j^ Tools ^3^ jl T 
Import i^3j \j !_jybejjl ^u^lj Import (ia5^ <_SjL^ jJLs ji .T 

!■■■< .<■!< 

( International A4/Letter cu JlcIS o^IjjI jjuJu 

.JuujL ^jIjuLujujI A 4 ti3jl 3^ 3 CjljujI LfittST JlcIS ^jIjuLiLjujI Ojljul OJcsJuo o\JU 3^ 

L-Sj.Su^ CU -LclS Ojljul lSj jl Ij ^3J> CUJ>Lj ^ JlQ^ ^JVJO LcX-ajJ CO I j ulSuol Qjl J-ajLlS 

■ JuuS 1 1^*> t j 

(SctVG O.V)^ 

jj 3> co Lcx_ajj coUIj jSI.Ju3.juj ^b*ul coLl 9^ \ ♦ jj3 } ^jOLlULjl^ i-SldX 0Ju3j t | 

Task OJuuj ^jybjlj i-SldX 6Ju3j^ ^_3JjJo jl I j 6Ju3j^ Jujkp ^_svjo t ^3_aJj ,jju3joL> 

.juuS csvk^ Window 

( Error checking ) lk> 

jSI .CjljujI cidjL^JO ^Iq^Uo^ <-SljJ ^JvJLSjoI CO^J J^juoSI olcljul jl 

Smart L^3 ju0. J9_juU ^JVjO ijjb^JI J3JLUJ CO JuuCXjuJ3J^ C_jljuUI J>jJ t JuujL Uo^ L^IjI^ l _5J3jO - >9 

tV Ju^s jjujujLu olc\JJol lsIjj.jluS jL J3 j0j9 3 t\&\ jjijuLxxj csljj Ij Tag 

. JuJuuU I j L^J3 j 0 j 3 



( Spelling ) \Lol 



c LJujS cLj 3 JbL^J jl \j c L^jJ Li Jl_»J & vLoLil l_) cioLiaJ oLj 

. Ju_ujlj *-U_«jL>L 1 ^V->jJ_vji_>jJ^ <-Sj jLjukJUJ 
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( Security £ ) olaJuoI 

UJ uJ j\j jl j3jlC CL oJS ^-SL| jIj3 Ij JlQ^ utSuol LxXjuJ <\j <J*juO^I <Jjl 

(JjULjljuJ 3 FNS V-S^juo! Jujl^ jL^>l jjJ jjj j-a_juUUO jl Ij OlSuol ).JLukS 

^.sLo-joI ^ <jjI ^ ( Save As -> Tools -> General Options 

JbukS oljXXft) J-^ Ij ^3^ L3 Vta ^H u ^l 5 lo juJ tJuuS ClSLol 

j.b j^j l q jl 9 .^ O b^*^>3J C \jj . Qu«ulS2j c£+jJj jlS t-Sljj I j i^Sj3-^C c IjoJS 3 

■ JuuuuU Ij CjJoLqJ> 3 ^ Jut^S t GjuJuoI ^j3X) 




U; Ijjl jl<)J 

C^J Lo> O 3 SLJ COjS <^LoLju5 ^jvjo Jla9 Ij 3 jSL 0 ^Su jljjl jkp j^ O^SLj I <^Su ^S$j 
t ^JV-SjJo jl.-X_Q^ ^JV-O ^jaJulj^-91 Jujl$ O^LqJLjujI Jujkp ClS Ij ulo j 9 jljjl j\$J 

L&jljjl j\$J CLj Ij /X_£j 0 l-SLo^ U 3 Su|I.JUjljU jlj9 l&jljjl jl^j J^ JuJ^jO t_Sldi C^Sul jl i3jL*juUU 

.JujLuuu -XjJl> jljj I JI3J L| JujS cisLol 

IftJjjl <b Oc^Sul OV >5 cisLol 

( jljjl o^sl )--^ <*31^1 ^ U P a 9 e Setup o^I: JLo 

.JUjiS vUtijl \j j\jj\ j\$j . 1 
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■ JluLoJ v-j bdil lj Customize ojulu jU ^^juo jl < oljuuIj .T 

. JlajLcXJ ClxIS ' - ata PjljuUA <_S3j 3 Jj-*^ V L^ul Ij Commands vJ jj>juu T 

J3J lS3j Ijjl 3 6^ CLJS Page Setup 03IJ lS3j < Commands «_sl .p .T 



.-X+jS Ld>j i_t (_^jJ3Lo AaIS . Jl^julxSu I Ju Li_uj I _jljjl 




L&^ljjl ^Icp jl ld> G 3 SL 



C_Jb jlj-jl j\$j p _>ku ^>j9-o U3SLJ < Cj_uul jL Customize v_s I o^L^t© pb ^ v _soLoj 

i_Sl dplox) pl_^ OSj -5 jL i_Slj_j ) . Aj_aJu_Su jlj_j| _^l_9 i jl >j-C iSjSip v_SS'^->' ‘O l_>jl 3 

(" UjIjjI j\& cu 03IJ cisLbl "■ jluluj \JL p Ij ^-T Jolp* Customize 

Customize i_sl oplo/j plS o ^ jU 03JU la> 03SLJ <3 jo - <ia 5L; 

■ Ju-jijulSu 3 AjtJkS v_jL%L>I Alt JuJS pJLujl U I j Ln> U35 >jI 

■JuUfrA />lojl jljjl jl^j p 3A jpvjlii O^Suil Gio — c \jSj 
Shift _x_JS 1 Jtiuo uSIjj.Jul^a ,_svjo yolojl j\£ 3^ jljjl J3J p Ld> O3SL1I jl ,_so>j 
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»_Sjl uu v^Jjjo) Sort Ascending u3_Sbl lS3j 3 jLic_9 Ij 

.Sgj v_sJ9jj Oj3*£u OJuuJ />btil i_SjLuu cjJjjo.Juj b 



.jlmS v^njo jl£ Shift U qS LSI ojl£ iSlo> u^ 5 jI 

i_)l J uLl»juI jljjl ji - 

Print preview 3 Print 
Sort Descending 3 Sort Ascending 

Save 3 Open 

k_S JuyJb—Lj jl jjl jl^j ji - 

Decrease Indent 3 Increase Indent 
Double Underline 3 Underline 
Merge and Center 3 Center 
Decrease Decimal 3 Increase Decimal 
(<W JjuulSI) Right-to-Left 3 Left-to-Right 



^juo j\$j Qj Oc^Sul O qjLol 

Paste Special ( Page Setup jljjLo .j^b ^_s^> i+sld olo>9 J-j^I »-sb5>3Juo 

jjjb o LxJaju LpjT jl />\jS j^.l^l j\ v_sJL> 3 Macro < Custom Views < 

cisLJdI 3 _iuo j\^J cLj Ij /x_£jO <-Sl_& U3_5 jI ^j—fl .,_s0ib3l CjljuulJ b U cSjJj-juu Jujlo < 

ji Customize ^sl j:>LS j:> Built-in Menus jl^sjo cu_^:> ji Ij Lpjl bx_Lu .jl^j .5 

.osb Commands ^ jjj_»jj 



Ld> O9SL J UJuub JuJulj j\ 

J9J0 oLo^.JlLlOu Ld> jljjl JI3J j.i Jujb Lj_uu3i ciS j3-lo jj 5 > Ij 03^0! AJJI3J v_s\jO J-uoSI b 
jiL^ l _jvjljOj. Jj-b U *->-9 Ljo I ObjLj jJ bj Ij b3i O3SUI -LOI3J ^ jo Juuu \)b ji cb 

j^^vjLoj Lo I .^3 _ju u v_svjo OJui (jjjuldi 035b I ccodfc b jljjl JI3J Lj_uul jb Customize i_Sl 0j3b*io 
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3 J-^51 lA>J.9-oI 



JljJljU O »jjI Q^-Suouo O vj\j Oucx »jJ Lo> U5_Sul jl Jl-xaS ^_5^j 0 OK LS 3J ctf 

,j— j| uJ uj j\ v-S \j-j . I -X-J Igjl ^jijuLxxJ ^-Sljj i-SLo 9 Ijjj 

j-jX i-SLd> U3_Sul 3 Jjijuuo j\jj\ j\$j Cjucx_juj CO I j jLu ^j3jo v-Sl& U3SL1I t O3SUI 

.JluLoJ I j v-Sj3juJo 



j\jj\ j\$J V_$U ClSLol 




t l Q^jljjl j\ 3—) c L_j UJlijuJ ^ /> bu t-Slj— J 

* ^J3 ^ 1 0^ JwiuUL-S 

CLJ JL-JI 3 J ^JVJO ^.JuS ^JVJO ^I^JljuJLU Ju Jc> 
jl3_J >-Su^ cLj 3 Jlul&Ju \j ^jvjoLj ul 

,jujS Ld^jljjl 

< Customize <_sl o^l S ^ A 

.jujS v^l Ij Toolbar ^>juj 

.jl^ New v^3j .Y 
. JuJlS <^juU jljjl jlcp <-SljJ \j v_SvjoU .T 
.jluS CjJL$ OK <-S3j .¥ 

tsl 0j$\ >1x5 _pl £ Close »_S3 j .0 

. juuiS <SJS Customize 



CLjuJ^JjIS LgXjuJ j\jj\ j\$j 



jL) _;l_j_il j\$-> c L_«jJ3^ - )15 U5_^S _)Lj S-93jO < JLjjU J-^>3 <0 IcX-uJ jljjl jlcp °l£ (_sOloj 

■ JuuU dili (Jjjuloj 3 OJuuU 

.jlhi 5 v^jl L> Toolbar ^>x>juu Customize «_sl o^Lsjo 

.jl^S vb^ol \j Attach cujj^ .T 
vl^ul Custom toolbar j\ \j ^3x5 Jjj\ < Attach Toolbar <s\ .pb ^ .T 
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.ajuS <SJS Customize v_sl Close 3 OK < Copy ^3^ .T 

.AjuS \j .0 




Ldijljjl j\$j j\ ^souu^Lfi-iuj oljj-fcSj v-9jj> 

v_SL_J 5 Reset ^3^ 3 vL^I Customize usl .pLS ^ \j Toolbar S 

l-SLfc; Ijjl j\$-) Q-> OJ^-juJ JLcxcI oIjjulSJ ^JVjoLxxJ ^ ^5_juJ ^JVJO CjlCIj c UjJ^ OjI 

.JU5_juJ ^ Jo J^juoSI 

5juo ^.Su LoJ 

.ju^ v^l U Options kSjjj-kjj Customize csl oj^b** ^ 15 ^ 
3 -JuO (JjUU LjOJ 63-OJ lsIj_» Ij ^3_>3x> £3-jco) lsUj coujS jl — nT Menu animations 
_j ^ j ^ (_sl_d> q ■ ■ 1 - v <^> s 1 svjo oLjulju 0l£j_aju U \j Qjjo None qju^S ^b^jul.jujL^ <w> b^l 

_ \ i < 5 s s ^_5 vjo oLjuju b I j j^Juo 
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£ju 0 v^ptJuO 
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ljJLjcxSu L r jJJax>^/ 



■ J..A.JL aaJLQ!) JuuO-vJu^^ (^S^JUO ^/OuLajUL^juJ ^jjULa .9 1 l_SLd> CLobjJ 3 J— I 

3 ^3-vJO OJu^> jj\J L 3JU0 3^ 33-*-*^ ol JlaJlS O^LqJLjujI 3-^° jl IxxjuO <-1^ ^33-*-^-^ 

Juj^ Oilaijujl oS 

Lpjl l/A LoJ v-S I jj . Ju3_juj ^jvjo 
C lJLluo ^33 3 juo OJuuj jb j\ {jjJ^f. Jub 
b <^biS jb V-S3JU0 <juub ^Sb>3^ 
J3J0 cu 3JU0 b JujL Ij ^/u^Lo 

oS CjljujI <Jjl j 5 b^ oIj.^3_juJ jb Jjo 15 
. Jla_a 5 Jj3^ 3-^0 ^S3j 

Cjuu^L> <Jjl Cl 5 JLU 3 il 3 > ^JVJO 

jl Ij Lq^ 3 juo u^ 3 j Juuo^juj 3 ^ 
CUjjS OJuuJ jb <Jjl JujljuLu 

kSuJ \j Always show full menu 

.^3_*jj jb b*Sb 3JU0 cixxj^ b JluJj 

4? 




O3SL1 v 3 u 

CLJuj^ OJ^Jj jLj L-S3 *x> j\ 3 v o_^ < jl ^5 vb^Lul \j Loijljjl 3I3— i j\ ^J^-Sb 

.jlajl^ SJS oljuuIj jIjjI j ^ b^ U3^bl j\ ^_5^b lS3j . J u>-^ ^L^ijijl Ij Customize 

. Juuub ^_ 5 VJ 0 lj I \j jJj ^ 13 ^ 

U3Sbl />b jjusij 0 
O3SUI jJ3-£u jju&j 0 

U3Sb I 0 

3 jSLo 2 

.j 5 b^> i_Sld> c Uuj^ i-S^bj ^Ijl^j 3 
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File Edit View Insert Format Tools Data Window Help 

6- ^ - r- - %, T - [/THl ?1 100% 7 G 
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1 




2 




3 




4 




5 




6 




7 
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14 
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17 




18 




19 




20 




21 




22 




23 




24 





Customize 



? x 



Toolbars | Commands ; Options j 



Personalized Menus and Toolbars 
1^ Show Standard and Formatting toolbars on two rows 
Always show full menus 
W Show full menus after a short delay 
Reset my usage data 

Other 



F Large icons 

R List font names in their font 
w Show ScreenTips on toolbars 

Menu animations: [(System default) ^~| 



Close 



Reset 

Delete 



Name: Insert Function 



Copy Button Image 
Paste Button Image 
Reset Button Image 
Edit Button Image... 
Change Button Image ► 



| v' | Default Style 

Text Only (Always) 
Text Only (in Menus) 
Image and Text 



Begin a Group 



Assign Hyperlink 
Assign Macro... 



JjuoSI c_Sc)juo Qj Oc^Sul cisLol 

uc^-Sul uIoj^ cu cisLol 3JU0 jjj b 3JU0 j I j Lxxjuj 

.JuJL>Ljuj j\jj\ b cisLol j\jj\ j\$j CU Ij Loi 

3 -Juo Mj b S ^ 0 U u^SuI.JuujIj jb ClIStOITliZG l_S I O^b^jo ^ Ju 3 -juj QjlXxJqX) 

L^iil \j u^-Sul Jl-Q^Ju I j uLSuol <jjI Lcxjuj Qj b JuuJ jb ()juo jjj. JuljujSj 

v-sLq _9 t ±-ju£ cisLiol 3-juo °lj I j Custom View jjJcu o<£j\ j\ jS 

i ) ) Ju^L -9 cisLbl I J l_sIq> U^Sul JluI^j ^jvjo 3 JuuS ^JVJO I J j\jj\ j\$j 

. Juuuu U \j V. J b> 

5Jlo 3 Ifc; l^jjl 

b ^jJbls 3 (T ♦ 4 T ^^JwvjulS I Excel. xlb 0 I 3 JLC 3 JU 0 3 l&jljjl ^ I^j 

jL b) j . 2 > 3 -juj (T ♦ ♦ ♦ 3 HV J^uo^l ) Xlb Ju^juulj + /)b 

■ JlJlS l _ 5 ^o jb Jul OJuuij ^jjulu c LsS^ oS \j gJuo 3 bi^j \jj I JI 3 J EXCel.Xlb JjL 9 ^ 3 -^ 
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»col j 3 



I j J^ajul-SI t Ij cljLIj <\S ^jOboj ) OJuuj JLxxXzl J osl> v-Sljj 

^SL_xx 5 Li I j Excel.xlb J j L9 ^jv—o (--.3 < jL-yS k_s^-o ^ju^lJ o^L^^ 3 o±j -5 

L 3 Cj^jjuuI t oSLjuULJ^ t ^SLjuULJ^ K^-tS QSZljulU V-SL| ul jl 3 IjuU 

.JuJl^ i-SjIa^Su v-Sl> 

ni 3lll 

JljI^j 3UI kSj.JuS ^jvjo ^L*jI ,jli:>3> jl Ijc^jo <^Su OJuuj jb uloj cLjuj^jL t-S^SJI 

Jl -ju^ O^Lol oLoj jjjj^lj*.^ ^SL ,^3j ^-Lj OLoj juJoj lSjLI lS L^jo ^9 lSL> 

0I3JLC Qj ^>3_JUJ j^vjo cULflS c l^ j^_5V 1£-juj3j Ij Ijjl 3 ^ I <^_5V L& lS J uLLSLjuj 3 ^JjoLjj 

.JuJkS OjuC^i Q $> Jl <^Sb 

3-SJI <^L 0I3JLC CU Ij ^JOuJjLq-juJ CLjuJ^jL ^SlJ ClS JlQ>^ <_ 5 \j 0 £jjuJ 0^1 

i_sL& v-SJuuJL uj JjdI kjj ^jjul-^j q^jI ,^3-juj Lxxjuu ^jvjIjL <jjuulj 3 l CaxLj b JuuS 

t-sl^j c iS ^jvjLdi c lj 3 t jljI Sty Is lsI Oj3L*jo ciS oljujI 

^jvjLdi 6 Jlj3j*! 3 ^3 aJu ^jvjo xlt Ju3-juULi b 3SJI OJJ3J*! ^-Su. ... 3 Jul 6^300 y;L> 

< JuJ^ ^jvjo jb Ij 3SJI 6-^3^ ^Sj ^jvjLoj. Ju^jS ^jvjo OjuL>i XlS Ju3-juULi b J^juoSI L _5J3xxao 
• 5 jj£ OjLxxjuj 6-^3^ /xjujI 3 ^3-juj ^jvjo ^L*jI xls Ju3-juul;! b v-SJuJl> 6-^3^ 



: JLuo 

^L^jI Ctrl + N i-sLq^jl-J^ o^L jLuul.9 L Ij ^s^Lc Lo^_juj J^uul .^1 L jL J3J0 

c L_juJ 3 ; !3L ).JL_Jujb ^S^JO Book.xlt /)b b 3SJI CLjuJ 3J;L jl ^_5y^ JuJC> CLju^JjL. JuJlS 
3 J^_jujb B00kl.xls J^_juj cLJLaS cL^iiT ^jjjLujI jj JuJc> c Ljuj3 ; !3L /)oujI . ( ^jJL^I V-S3SJI 
B00k2.xls \liuo Ju3_juj ^jvjo uSjl-XSuob 0^3^ ,juuOd^ <=0 l_SJl2j l_sLq^ 0-^)3^ 



3 ^JI Oj 3^U ^_50 uJjLq_ju(J CLjul» 3 JjIS 

.Jlu 5 JLxd ul l_> _>Jdj ^j9jo oIjjj^J 3 j\j j -XjJl> c L»ju3 ? !__)IS CL; 
,Ju^i9.AjuS c Ljul>3^jIS cu L jujLuju L& CLuuu ibul U Ij Ls> lSjuuJ^Liju — i^JUuJLSLuJ S 

■ JluluJ Ij CL^juU 0 
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First Page i_sljy \j ^^>>-9 cisLjoI \j cu 3 — yl^ ® 

.juulhj \j v b> < \ \ jjusu Number 

y A >lLi\ I j Options <3 jUjS t Tools 1 -S 3 iuo j\ — \jOj—L 9 ;j* la 1 ULjOgJsui j iiQl ® 

. JuJox-U 0 1 A * I OaJ ^ I^J I V-S 1 jJ I j <JuZi9 QJ I V-S I Juu I . JlaJuS J LckC I I j 0 I^J^J ^ O \jjuSU . JuJlS 

■ Ij ^^xjuuI t ? JujS qsL.r>! ^Oouul c L»lS2J> Ij jj^liLo 3 LpJ_^ j o ^3 ® 

■ JuJiS OpJI OJuuJ JLxxd oljuiuLSJ L Ij c LjuJ3^J^ 

y^U^jul I j File Save as ^uujS J^juulSI ^s^juo j\ . ^ 
.juuS v^l Ij Template Save as Type jJLs ^ .T 
Joiis /xjujI qjI )jl^ ^13 1^ MyWorkbook /xjujI < File name ouo^uas ^ T 

■ ( CjljuUUU uSj Lprl 3 CjljujI 

.jluS Save ^ 3 j .Y 

jl ^jjuLy lj 3_SJI 0 Jlj3j^ JljL Lcx_juj). JuJ^ v^-^I U File ^ Close c Uuj^ J^uo^l US3JU0 jl .0 

.(juJUuU LoJO> 

■ OljujI OJUuJ c Lju J3^ J^> 0JU3j^ 

$UI ^ jL 

jl - i juj I ^ ** , Sj _jj) l*> 1 ]iu>l “< LoouO ij 1 syciSi Jl 

ctf ^^ui) .jujiS jU Ij MyWorkbook oj^ 30^ vb*^l 0 New < File lS^juo 

. J3 juu i_5^j 0 jlj JuJl> 0jJ*i0 Cj T* ♦ ♦ 3 C W JjuuSI 3 JuJj>LuJ v _s\JL 9 JUjO 

.^3juu jL Task Widow <_s_xaj isU J^uoSI Lol 

MyWorkbookl.xls />b b i_sjujc> cui^lS b jlOlS MyWorkbook cS 3 j 

/> ujI I > /xj^j ^ SLob MyWorkbook [_> »I p $ 1S3 SJI.^3 uj j\ > 

i3_wj ^s^jo jb <-S^Lc >-5b co < 0juj3j_jl$.Qi-ijjl ojuuj MyWorkbook. xlt 

cl_^ 3 jjIS 1-S3j.jk_.jjb ,_sv_o MyWorkbookl.xls ol / x_^jI 3 jujub xls J03-WU4 «3ljl^ 

.JujLoJ Ju^l3i>- <\S ^svjob jJb b j5bi Jujlcx^ Ijjl 3 JuJi5 jlS 
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J-juJL^I fcq >juJ 3SJI C>Aj$jJ V_$U jb 

, 5 j\$ ^<Pr3 J-juo^I ^3j^uj 3SJI <^Sb jb cSljj olj 3^ 

J3I QJJj$ 

XlStart <\ »jj 3^ Book.xlt >oLj L j> o ujI oj »Jj ^ ujjIq_juj q*S I j I <3 uj 3^15 

V-S3. .^J I j\ B00kl.xls OJl-vJj iuJjLq-juj c LjuJ3^3^ < ^3-^ V_5^ P 9 >juJ ^_J-juoSI c l^ ^3^boj.JuJiS 

/)Li Y 4 ♦ ♦ J^uul-^I 3^ ) .^3_juj ^3^0 jLj B00kl.xls l 3J3jcxs^jo c \uuIj^j\^ l_sL> cp OJuuj 

. ( jujIaIj Sheet.xlt I^jT 
jljS ^-SLjuuu^ <33^ jjjull 9I cijobjj cljuj^ 3^ XlStart c Ijuj < y jjj 
.JuJkS New U3^uT <^33 b -Lui>.b jLujlS Ij Ctrl + N JuJc> cLaJj^jI^ <^Sb u±jS jb t-SljJ 

QJj'jS 

c a kaj$$ q£ V-Sl c ljuj 3^ 3SJI 0I3JLC <-0 Ij MyWorkbook.xIt ojuuj < fc 3^-^jbLjuj 

.AjuS ±j\$ IjjT />b Options v-Sl 0^3 buo 3 JluS Jujb 

.ju^ vb^ol U Options cujj^ Tools ^3^ jl A 
.juuS vb^ol \j General .T 
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ol cl-S lj v_sl ol_Suo Alternate startup file location jJLs ^ T 

^3 Jul OijS lj 3SJI 

OK <-S3j .¥ 

: Qs>£j 

joJb L Ij OJljuj cua5 3^ Jol cu^Luuu <t_»jJ3J;l5 >-5L) j\ ijjjuj 

kS\ 0JLJ3j*! JlJS ^JVSZ-ajJ J^juoSI ) .JUjJ jlSb Ij L^_juJ3j jl ^JvSb LpJu 

(.JuS jb jb3^ />b ulod5> b Ij 

CU c£JI C&jJ <^Su 

JL-JI3J ^JVJO t JuOjS 6 jjJ>0 3SJI 0I3JLC <\j Ijjl 3 JuOjS ^JOuJjLq-juJ Ij CLjuJ^jL^ ^-Su ^3^3 

.JuJl^ ciSLol i-Solc CU 3SJI jl JuJc> 

Oj w 5 ^Lc v^uj — \ QJjjS 

.JuuS vb^jul \j Insert <bujS ojuuj jb 1-S3JU0 jl 3 «jlu^ oljujIj cubj ^ 
.ju^ Jj3^ Worksheet kS$j < Insert ^sl o^b^o j ±\5 jo .Y 

.^3_juJ ^_ 5 \jO ^3_juJL^iX) J^uoSI L_Solc <^SjJ JuOjS IcXjuJ ClS L_sl <^ 5 jJ 

jJ^JOAO jJ ul^-iC Out Li JLjJL^r OJLjuI °SjJ vi \SUjStJ — T Q*Jj$ 

^jJfS j\j 3 O^IaJuujI ^ 

0J^_juj jlj uS3-Juo jl 3 <*^_aJ^ Cju_jujIj c L-^jJ cub j ^3 j « 3SJI jl ^jj <^ljj ■ ^ 

jJ-juul-SI J^).-X _ jjS J^j 3 ^ Book.xlt ^3 j ^ 3 1 k ) I \j Insert c ljj jS 

(.jujj jbu Ij Sheet.xlt «!♦♦♦ 
.JuJl^ Loi CLXXi^ .T 

3 Jl_aJlS Oj— C> i 3SJI 0I3JLC CU Sheet.xlt >ob b Juuj c \jJS \Jb jO ^ ^^0^3 \j CLajJ^jL^ .T 

■ Ju JlLaj IjjT 

!JuukS 0 jl 3 V-Sl Cb Ij OJuuJ ^JV-ajJjLq-juJ c lSjJ ,jjI 

.juu^ v^I U Worksheet cujj^ Insert ^ 3 juo jl .1 
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OjuC>i 3SJI 0I5J1X Cb 3 ^V-ajJjLq-juJ IjjT LcX-ajJ CjljujI l-Sl uLod^ OJuuij 

. Ju^3joJ 



L^jI \JjJ j\ wL%aj 1 3 kSj j\ jjUUU — T QJjjS 

. JlajlS jU }CxJI 0I3JLC Qj <- 1 ^ Ij l-Sl OJuuJ j Lq_juJ .1 

._LbS ^jvSu j^r U ^ c bxi 3 > -T 

ljj| /xjujI 3 i Juuj cULa^ \JU L_Sj3-b ulcx-o} < JuuS 3^JI 0I3JLC <b I \j ,Y 

. ju juuu IjjT 3 jljS ( juu^k^ ^jvjo ^jvjoU L ) MySheet 



co ojuuj 0 juc>i> MySheet 

. jlolS u L z^iju I Ij Insert ^bujS ojuJu jL LS 3 -A-& jl 3 <*^-4^ oljujIj cuUj ^Ssj - ^ 

.ju^ Jj 3 ^ MySheet lS^ .Y 



ubj U 03 J 

cb 3 SJI LSlo> c bx^ « JuJlS L^ul Insert ^ 3 ^ jl k> MyWorkbook ^3^15 lcx_^ ^1 

3 -SUI 0 I 3 -JLC CLj <b£jJ <-Su L Ij CbuJ3^jl5 LoouJ jkS I ■ JljuU JuLd>l 3 > ^13 ^ 3 ^> 3 j 0 ^buJ3J;l5 

.jLb5 vJs ^ 3 ^> 3 j 0 Cb Ij ^Jj <^Su IpJu JUJI 3 J ^JVJO i JlUS 

3 SJI CLjuU^jI^ V_$U ^jOLuJ; j 3 ^) Qj 

.juuS jli \j MyWorkbook .1 

.juj^ JLxd lj jlu ^>jQjo jmsv j ^ . T 
.jluS MyWorkbook />b 1 3 3 UI ol^ cu r, cui^lS T 

! jiuS v 5>.».I5 Yes iS^j _)jj ^olsjtj ji . Y 

" The file MyWorkbook.xIt already exits. Do you want to replace the existing file?" 

■ JuJuuJ \j CCjulKJJjI^ .D 
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^ Y J ^3 

^ QjuuJU i jl| 

l& 

JlJ> ^ < 9->3 ./xjJiS ^jvjo OjuL>i 3 cLjLjuuu « jb jiiu j\ \j cLjuj^jIS <^Su 

L&jIS <j^jI />Lc*jl t-Slj-j. J l-^Jujo />Lc*jI \j Lgjl /x-bjuo j 3 - 1 cu v-Sj 15 Oj3^ <^Su ^jJo Lcxjuj ^ 
.JUl^LlajO ^jJLLlO ^juUOJ^ Ju^s <Jjl ^JvjLgJ <J)JLQ> .JUjJ jlSu I J Lgjl lSL^^-jU LajO JL-ulcp ^JVJO 

JuJj> CLjuJC^I^ U^jS j\j 

6JlJ3j^ /XjujLju 5 j\j \j -XjJl> CLjuJ^jL^ V-Su jU jj 3 } J^juoSI t Los-juU V-SljJ 

/> »jj| L J 3 -SJI 0 JlJ 3 j^ jl Ij^CfcJO V-SL-J Cl <J—j|.J ujL ^JV-O Bookl.xls jL 

cl-juj^jIS <^SL* CS33 JL> Lo^-juj ^joLoj ^jvJo jl_jujL ^jvjo Book.xlt 

I j kS I c L_Ajj3 !; jji5 Ctrl + l\L jl-aJS cl^_j^ Luo jl o^La^—juul Lj L JUJI3J ^jvjo « juj-juu^ 

^Su JLukp ^JVJO QjJl^jO^. J uJkS 'SuJS ^jIjuLiLajjI jljjl j\$j New uc^ul US33 Li 3 JuuS CL9L0I 
.juj^ j\j New cuj jS vL^jl 3 File <33^ jl o^La^juul U lj ^-Sjujc> claJj^jL^ 

OJUuJ QjuJ$J m j \5 I^-Su UV)^ jb 

.JuJkS j[j olj QjJuiJ> Cb CjljujI OJuuJ IjjJ>I °& I J c LjuJ^ t fj ^-Su Jujkp ^JVJO LcXjuJ 

!JuujL ^jvjo <jjI cSljj J3JCXS2X) i 3 lp-juJ 3 j jjj i-Slgj^lj 

cujjS File V-S3JU0 jl L ( ^jlc cu t 0 ) juj^ jLujl9 Ij Ctrl + 0 *3L&jlJ^ . \ 

.juj £ v bdil \j Open 

■ JluLoJ j\j Ijjl 3 Ijl«^ ■i3^> CLjuuui ijld) \j 0Ju3__> ! ! .T 

• JUjlS O^Lfl^juul <-SL^_»j 03 j jl LoouO oS OljujI __>jLpj . Oi_uJ I JuoljlSU 3 (JkX> 3 j 1>*I 
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jjL>I OJUuJ OilajLjujI lSIq} OJu CjljuJj^ 9 jl j\j 

Ij-jJ>I I j ^JVjLo^ 0 JLJ 3 j^ jl ^J^jO /Xi5>ljJ) Ij ulSuol ,jjI J^uUlSI 

.JuuS OJl&LuJUO Ij CjljuJj^9 ,jjI FilG t-S^JuO uLuju 0Ju3j*j °( b Jul O^LdjLjuul 

djL& »jj ^jjULa uJ 3 V j 1 uJl 9 Ij Alt + F t C_a KjJjJfyS Q^jl jl ^ jb l^SljJ 

jLjuJlS ^3^>3X) CjljuJj^ 9 jl \j j]oi) ^j3jO OJU^ 
^ ul jljL-ibO jJ^ljL-> <-S3 j >j >-*J>l OJ^-juJ O^Lftji—JujI L_Sl_Q> OJujj*! ^I_XS2J ^ CjlS^ 

I j General *>*,) jjjul* uj 3 Options ^LJujS Tools ^3 jl ■ v *jjb 0 v *jj ^puJoju oju 3 j^ 

.jl^^ j^sl) H cu \j Recently used file list jJLs ^.jl jS vL^I 



kSAjQjJ l_Sldi UV)^ j\j 



3 -k-JuS ^jL^LiuI JL-juuU Ij CLjuJ^jL^ /)b l _ 5 J 3 JLuJ ^-Su U2>j^ jb L-SljJ 



.ju^^ jLcoS I j Ctrl + [ 

V-S 3 -JUO ^ 3 -ljJo jl CLjuJ^jIS Qj cusb Ju3jU L_Sl_Q> CLjuJ^jIS jl OJl&LuJUO vsljj 

<-S 3 j 3 o^ 3 _oj vCtjul jl_<ji 5 jU i_^-o <\S \j <_s I Jjo«x: Edit Links 

. jujLoj C.,.15 Open Source cuxS:> 



. jlJlS ^_ 5^— 1 0 C:\My documents j^juuljo Ij Lj 5 > o_xj 3 ^ « u&jS ^Jjjuji j^o qj 

{-J L>Jj I C 3 ^lj-^ I J ^LljujI c LjuJ 3 ^ J^JO 3 ^Osj^juijb CUjJjb J 3 -^-U 3 I c UuJI) 
b.juj^ v^ul Ij General ^jul^juj 3 Options c ujj^ Tools <lS 3 juo jl. (■ fi ^o^-jujb 

I j {j/DjS {Jjjla—j jjljulljs Default file location jlJL. 3 ol 3 ^J-^ 

■ JljuJ Jua^l3J> qjI Jj Jc> l_sLq^ 0Ju3^ 
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S3V6 3S jl OilajLju. L c Ljuj3j^IS <Tu O^oo 

Oj-aS>$ t-S I . JL-aJ LcxJ V L^ul L, Save as cujj^ File jl L jLiu9 Ij F12 julS 

3 Ijl-u Ij c L_juj3^ J->jo 3 Aj3jj Save in jJL 3 cb t ^p>3jo t-Sl c LjuJ3^ 0Ju3j*! 

• JuuS JuJl> ^JVjCXjujI L Ij 0 Ju 3 j^ 

3 -x_j3jj Save in jlJLs clj « -x_jjl> i«sl Ij ^ jlus>I3j> jSI 

U 3 _Sul CS 33 J L> . Jl-u LoJ X+£ ^Ic*jI I j i-SJl-jJl> Q ujcy ^jv-O c L^ Ij ^jvjL^r 

V-S33 u jlj wi »jj 3 <*— a— jb [3 ^ *iJ3v „p^jjI Name jJLl9 j^.jujS <slLJS Create New Folder 

^jt^jlj Ij 6 _x_ /*■ j»jj 1 File name _lJLl9 <jjul* ^ jujlS 1 jIj Ij jujc> c Lju .jujS OK 

.j ujS SJS Save ^j 30^ 



CjlxSLZ>3 I^J I 0I3JLC I3J CLjuU^jI^ OJl^ _^j_juUU0 

Lj 0 -^ 33 ^ jj^juULjO \J 3 -jCXS^jO t JL-aJlS jU CI^uljuJ juLJuUUO <^Su jl Ij t-Sl CLjuJ^jIS ^ ^jOloj 

JjoIS j+julX-O .JLJj 3 1 jJoL> CLj CjljujI OJUuJ OjjJ>.b 0 Ju3j*! ul ^ Ij I CLajJ^ /JljujI 

.JuJkS ^3 Cju»j^ 3 3I3J 3^ L (J^uoSI US3JU0 3I3J t-S\JU 3^ ^jvlLij jl.9-0 UI3JLC jls-i j-^ Ij OJujj*! 

.JuJujJ Ij V-SJl2J 
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. jl^ Workbook cu General jl I^jT 30^^ 
lj 3 jSLo Workbook_Open uI$jlc b vjysjSLo .Y 
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. juujb ^jvjo Stats Bar o. X&J03 jls^ ^o^jujI 3 Caption ol^-^ ^[9-^ „p^jujI 
^slj^ \j Workbook_BeforeClose < c^ujI^ oucxjuj ^^Lsl o^l? jl ■& 

. juyo v-jub I j jjj ^JSLjuJ usbi -xS 3^S Lo juaS 3 jSLo 

juljuULjO l J I c l_^ Jl-a_a 5 b JllaS jb Ojb^ 3 ^AJuj Ijjl < OjuL^-b Ij 6Ju3j*! ■ ^ 

,^3-juj ^jvjo jj 3 xLb 0I3JLC JI3J OJuuj 
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Obgjuioy 

3j5Ljo o^J -c^ujI oj^j JL -29 Workbook_Open ^jSLo < jL cuju^jIS ,>^3 .1 

. JulJ Ij^l CjljujI OJljuJ c ljLjuij 3 j ul j 3 <- 1 ^ Ij ^ 

quI .33 uJ ^5^0 JLa9 Workbook Closs v-S3j^ Ljo « X juj ^LLajulu P uJ34j^ c L-S^ ^_3-*boj .T 

ju i_S 3 l_C cJb> cp Ij Igjl 3 JuS ^jvjo CjulS2jJo 3 3I3J 3 0I3JLC 3I3J jl Ij j-^juuuo 3jSIo 

^-SjL-SJ 6 JlJ3j^ j 3 b /)uu£ ^9jj> Ij ^jJLS 0 Ju3j*| juLJuUUO ^ CjljujI fiJfr JO jlyjuUU. Jul3jS ^JUO 

,^3-juUU 03 1 3 (JjUuIjOU jjljulLO 

.JuJ^ 3 j[<) JuJ^S OJufcLjUUO Ij jo-ajUUO , 1a. ^JVJO t-Sl c Uuj 3 *!jl^ J*f5> j 3 Ij 3 „>^bo -T 



j L sLjuJ uSjIS uS uSu 

CL-^ JL-pkS 3l-2ul Ij < 3 j^LuO ^-SLu c iS jL-dXO ^JVJO LoouJ <=0 Ij uLSuol ,Jjl L_SLoS 0jjJ>3 

^SLj v-SLj u 3 j*^ jb cp cSjLu c lSbjl O3JU JLpS jb /xj 3 ^ b Ij IdX c \uuj^)j\S jl ^juS^jS ul Jq-ajj3j 

. Jl^jujL CLLjuu 3 Lpjl 

0Jlj3j^ l^_dS JuJkS 0^3 3 J uuS I Ij jb i_sldx 0 Ju3j*! Cjljuuj^ 9 « Window t-S3Juo jl 

l_SLoi OJl /)L oj .-XjlQ^Ju Jj^ljulJU Ij c LC3jOC^jO ^SlJ /xdX b JuJ^k^ ^JVJO ClS JuljujIj jb ^julo^ 

. JuJuuu Ij jSu 3 <^Sj3j^o ju^c 

J^o 3 jlj3jj Save in jJLs cu 3 j Lr ^ v L^j| Ij Save Workspace File kS^jj* jl 

t-SLo -9 0Ju3j t | .33J Jui>l3> .XlW Oj3j^u OJuuj 0 jjJ >3 OJu 3j t j Ju^juuy . JuJlS ajuuo I j OjjJ^ 3 

Ij JLJjIo jlj -9 l& CUuJ^jlS ^ Ij ^JVJ L> LfJu ^iSJb Juuijb ^JVJOj Lq> CUuJ^jL^ 33^ JjoLjuJ ^Sjl 5 

.JuS ^jvjo 0 jjJ >3 0 3jS Oj3 ^ cp 

uSLiod OJuuj uSL& ^-juj^jjIS jU 

t-SjL^ t-SLo -9 j 3 c lS Ij ^JNjLoi OJu 3 j*! ^JVjoLoJ ClS Ju^l3^ ^JVJO 3 Jul 03 jS jb Ij J^uoSI LcXjuJ 
Ju3jJ cSl c LjuJ Qj 3 03 jS Ij Open c Cuj^ File 1-S3 Juo jl.JLpS jb Jul 03 jS 0juC>3 

.Jl_aJl^ Open 3 JuJ^ Ij OJu 3j^ .Ju 3 jS 0 j-c >3 ul j 3 Ij ^-Sj 15 v-SLo 9 OJu 3j*| 

jLu t-Sj^Su 3 jl JAU ^IL> JLj 33 J OJuJj 0 j-C >3 ^5^3^ Oj 3^> Cp ClS ^_5VJ Loi 0 Ju3j^ CIjOJ^X 

. Ju 3 _juJ ^JUO 
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jjj Ol ^3> ^Lpj-i-luCx9\Lc ctjuu^ l_; »_SjlS i_sLq9 OJu 3_^ 

■ i SvjO dili 




Juuoi\lc Id* cLjuj^ \ ld> OJuf)^ ld>_>jjLjo 

( ul jl JlSZJ 3 T ♦ ♦ ♦ l J_ajUL^I) 

Ld> 0JU3_>^ jl jxd /X£jO l 3 lfi>jjjLuO Jl £>3 ^_S\jO lo_»jij <0 Ij ulSuol ^jjl J3JUJ3 JjoLc ^uljuULljuJ 

nV L^jJUucxS\lc /)Li cb uSl 0 Ju3j^ Ij (^jvJujJuuI t-Sldi ,jjjpl ) URL L cLjuj^ 

I.S3JUO jl (JjUL^juU . Ju j L juUU _)jjL«jO dj i I . Ca-»jU I Jk-iuO __)L«_ jjUU CtjuO^ (jjl jl O^LoJi— ujl . Ju_d 

Open v_sl o,3b*xj .pld Favorites 03IJ 3 v^jl U Open cujjS File 

lS3j 3 V) * ju jl j l_i Jl_o 5 <w>L>ikjl lj »_sl <3 (JU3,! L; 0Ji_i3jj L&jjJLjo O uuj^S jl < JL>. Jud 

.jluS dLjf> Open 
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L^jJuuaS\k: c^juj3j cu jjjLjo v-Su cisLol 

Li cLaJj^jL^ S3V6 3S c_Sl O^L^jo U S3V6 3S cu jjS Fils C-S3JU0 jl 

juJ 3 Jl_i_aS «w»l t>A j I \j Tools. *_>L%jul JujLjuuu _^jjL<jo ol '*-S \jj Juj5il^> i sv-Q c lS \j i_Sl 

. jujLoJ v^I U Add to Favorites 




l&Juc^u \jB CjljujjjqS v-Su jl Ldi c Ljuj3j^IS jb 



C_) l-S^J . -XjJlS C b^j nA U>Jj3^ Ij3 jl v _SsJi_»jU_)^S 0l_>xx£> Pj Ij IgSjJjlS jl y_?±JUjj£9 

» ■ ■ i (iJujluJ __)_{j JSLj^ Ij D O^i-JuU ) . JljuU JlD.) 3~> <-Sl ^LjuU^I^L^ OJljuU jU C-*_C U Jj^jJ jl 



■ JLd>^> i_5vj0 uLuuu J^uo^I olSLi ijC^o \j l(3i 0Jj3_^ jl jjj 
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I ) jjfjl—jjs (jj -\_C> . JujLoj *_>L%jul Ju_<5 Ju^aj >S ol V: , svjo ^ ' j 

! Ju5 v_SVJ0 ^L^jljuULU Jl J£jU \j9 c5j l_SljJ 

^|j^Li_^ul jl>jl jl$j jl Ij Insert Hyperlink 035 J L jLii9 F, Ctrl + K <_sL5>jlJS .) 

.jujS v^I \j Hyperlink cuj ■£ Insert i^juo jl L juj5 v^I 
ol cu jL^d>l^> ,_sv_o <i_5 F, i_sl < Insert Hyperlink is\ o^Lsjo >,15 .p .T 

.juj5 ».5J5 OK <-S3j 3 jl*j> 5 v__^ Lz%jk_i I I j \ ; ^ \j 




J-ajO^I 3 ld> CL*jJ3Jj15 \ CL*jJ3Jj15 V-Su (JJLjuUU 



jLuJl9 Ij Ctrl + F4 <jJLjuUU t-SljJ 

L-Sc) ajo jl 3 G^l^ jLjuul.9 Ij Shift Jl-JS t ^_J_juul_S I qJLjuuu O 3 -V Lq> c Loj5> qJLjuUU uSljJ 

.juj5 v^I L> Close All cujj 5 File 
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m j^s 
La 



J-juUL-S I .JL-aJjIj J-juUL^I jl O^I&jLajjI OJuOJC 3 ^ bi> 02>l^ jJU /)b*jl 3 

vL^jl U Data t-S3Juo .CjljujI ld> 0^1^ JjJLiT c lJujoj ^-SJuoIjlS 3 iSgS t-Slo^jljjl 

-L-jU I3J I^S^O Lo — kjJ . J— b-fc-U I j XjS ^ Lpj^AjOjU J-ajoS I ClS l _5vj ld>j I J j I j\ l jnJ2jljuJ3 OjjLjuul^ b 

^3 CLiYI Juu> l-Slo^ ^ 3 jOC^jO Jjj t JuuS 5j\$ Jjj t JluLou ( Cb\Jb ) jjJLl9 t JuuS <*_jJjjO 

nJuuS .bbfcjl v-Sl& j\ \j 33b l-Sj 3 ^ho J$\js> 3 JuuS ^jvSu Ij ld> 1 JujS 

.Ju^ c U3Sc> <J*juoSI ClS />uj|ju Jub ljuul L^juJ^j 3 oblSuol <jjI j\ O^LqJLjujI cSljJ 

V-SjLj fi\-J ajJ . Ju. Jujb ^Ui ujl^ ^Lu^I \j juuuo 3 O^Luj i-SIoJl&Ij JuL^r Jub Lxxjuj 

. JuS ^_3j0 O^jUCXJQJ Ij C Lj <J*juUL> 3 CjljuuI Ju^3 I 

<J>L_d) c L^jJ 3^ L& 0^1^ ^jvj^Julojl uj.O »jjI vL^ O-*} J3za_9 j\ ^jSj <jmI 

L pJgjOjS j\ <\S JL-d)^ ^_ 5 v-o Ij uLSuol ^jj) Lxxjuj cb J^juoSI OjjjJuo o^jl^ < 3 jlL> jj t cLaJI^jI^ 

6 JL_aC*LaJ ^5Lj CL-a^J LSI 3 —J Ij j L_aJ ^>j 3 j 0 0^> 1 3 c Juj 5 O^La^juul ld> 0^1^ LJ^jS Ijlu V-SljJ 

.JuJ^ O^La^juul ld> j-Jbl t-SljJ Data iS$±jo t-Sld>jljjl j\ 3 JuJl$ jLo^I 



J-juo^I Ld> ^jvj^juLojLuj <-sI^>j 4_5sj LSLj 

Lj _X_jb Lfc 0 ^ 1 ^ jl ^jOLajul_J jJ^!(^3_aJj OJujob JjJ DatabaSS c lS) Cjuuuuj jli&LjJ ® 

jJo_ajJ ^SL-J JLJI3J ^_5^0 Jo_dS 0I3-JLC jJq—ajU <J^jI <\S 2>3 a jU £3j^_ajJ 0I3-JLC V-S3b> V-SjJq-juJ 

0^1 ^ O3-A juj j^-d) . JuljujIj ^j-Qj j*££>uJd Jub 0I3JLC jJo-aju ^3^3-0 ^-S 3J—VJJ Ad>. Juuub 

. Juuub b> 3 -a.C jJo-aju 3^ Jub Ld> 

chmUi &S- J0 ^ j0 3 £ 9 -*>^> jjj ‘ usJI^ cSLq^jJojuj JjoLJj Ldi Ol j uULaJ <^Su| 

3 02>3-j jl3_^ixxi^ j^uJL-Sb Lj L-oi 0 ^ 1 ^ Cjljuul_J ^3_>3jo v-SlpJ3jL_Ajj .^3 a'^ ^jv-xxj O3JLJUJ 

■ Xa 'a juULQ^ c bLjuJ3-U 
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O^b usJL> u^ji »jj <b_J 3 j^UuJ <bj! 3 jb jO KSlsbjjA i OljuULjJ 

Ld> O^b Cjljuul-J t-SLdijjjo ju ujjj i-SL^j . 3 jb ^3_>3 j*_Sj 3 v-SLd> O^b 3 Cjljuul-J v-SLd> 

Ctrl + l^L&JuJb t Juub Ljbfcjijl CjljuUL-J \j J3JL-JUJ <bj ! Juj3>3 />l<*jl \j Jjj l-SLo^b 

JljL OljuulJ ]qslB 3 CjljuUU. ) 0,/TKCb .JuuS lj OJuuJ U^L^jLf 1 3 Vt ^ ^ jLajiJlS \j ^ 

.JuujL ^JLjujb j\jB ^jybfcjLil c Ls > b 

jJLs ^SLj 0 I 3 JLC Qj [ Cj^jljuj ) la> 03 b «3^3 jox. c bj>U OljuulJ ^Su j 2 > ! L& ® 

3 ->3 ^0 ^3^-° C ^-3S j I Cl J j3 jJLS ^o. kjuI 0I3 * C ^0 jJo-aju j3 ^QJ>QJd ^jjuo.. Juui a 1 1 nS 

LSljb ( O33 uj j JlJLl 9 j— d> . Ju kjj L ^jljo jJLl 9 ^p\lsl Ol3-*^ jJo-juu jjj Jj 1 3-^0 

Lj t S-joc> jJLs Ld> £ 3 -joc*x> t £ujb jJLj j3 Lo> £ujb ) -JuujIj ^juo olc\Lbl £ 3 } l^u 

( OLjjljuJUO JlLl9 OLjjljuJUO 

^JLjO 3 j 3 _Sj 0I3-JLC <=Lj ( jJo—juJ ) Ld> 03b jl ^jviisl C bc>lj i OljuUuJ <bj ® 

CU ). Ju kjjU CU— jJub 03b LooO qS JuuljuUUU j 3 ju*j 0 Jj 3 ^j uSL&jJq-ajJ L_SlpJ 3 JLuU .JUljujL 

(.CjljujI OJuJuiob j 3-^5 19 Oj Loouj JlLl9 jJ j3j^ 5 19 Oj Loouj t JLuO 0 I 3 JLC 



- cuSu 

.Jluj 3>3 jl >-9 cibjJ cLjuj^ Ij ul 3 JujLuuu Ldi 0^b CjljuuuJ -b- 0.9 

CL-^b U3 j— u c L^jj OJuLxxaSLj v-SlgJ3JLuJ.(Al i OljuUuJ J3JLU Q-J3I J-^) 

. JuljujIj Ldi 03b 

:juS ^JUO L^jO Lxx_juJ t-SljJ Lq> 03b CjljuuuJ lj JLuO J US> jjj JijuJ 

0 Ju_juj ljLJ> jJq_juj Lj L& O^b oLSub 33 _> jl w Ldi 03b obub <-S^b 0I3 J lC ® 

■ CjljujI 

0 ui 9 Oj 3 jo cLj ( L^JlJLl 9 ^ uul Lj QJ 3 L-LC O 3 -A-JUJ jJcljuu ) V jJcljuj ® 

£ jL-*jb LJ IJoul lj T ..I - xSJUuJS-A {J—? I lS \-J ).v"a **j| OJU-juJ ^SJuJb juJ J3I KA) 

CLJujb t JL> .JL_jyb LJ Lsyjl \j Alignment S $ jlus>:> jLix9 \j Ctrl + 1 ^La>juJ5 

(.jujS C.,.15 OK iS$j 3 v^l L> Wrap text 

( T Ja_iLLi ( (jjgli-C \Jui juUL& jj£Q*uJS La jJL9 1 SvjoLjuuI S 

.ijljj ^.^>3 v-S I ciJLjIs a l^j^ji-iuL) Li la^lo uj S 
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File Edit View Insert Format Tools Data Window Help 





A 


B 


C 


D 


E 


F 


G 


1 


Invouce List 


2 




3 


Running 

Number 


Invoice 

Number 


Date 


Customer Name 


Market 


Quantity 


Income 


4 


1 


101 


05/10/1996 


MrExcel 


USA 


15 


2,136.75 


5 


2 


102 


06/10/1996 


Intel 


USA 


17 


2,270.94 


6 


3 


103 


07/10/1996 


Motorola 


Asia 


20 


10,152.14 


7 


4 


104 


08/10/1996 


Pacific Bell 


Western Europe 


50 


11,111.11 


8 


5 


105 


09/10/1996 


Motorola 


Asia 


100 


3,717.95 


9 


6 


107 


11/10/1996 


Amazon 


Asia 


15 


29,280.00 


10 


7 


108 


12/10/1996 


Microsoft 


Asia 


30 


6,020.00 


11 


8 


109 


01/10/1997 


AIG 


Asia 


40 


8,040.00 


12 


9 


110 


02/10/1997 


Cisco 


Asia 


50 


37,065.81 


13 


10 


111 


03/10/1997 


MrExcel 


USA 


67 


15,452.00 


14 


11 


112 


04/10/1997 


Pacific Bell 


Asia 


77 


13,032.00 


15 


12 


113 


05/10/1997 


Amazon 


Africa 


89 


13,095.00 


16 


13 


114 


06/10/1997 


Intel 


USA 


101 


23,084.00 


17 


14 


115 


07/10/1997 


Motorola 


Asia 


113 


23,118.00 


18 


15 


116 


08/10/1997 


Intel 


USA 


125 


13,495.00 


19 


16 


117 


09/10/1997 


Microsoft 


Asia 


138 


23,506.50 


20 


17 


118 


10/10/1997 


AIG 


Africa 


150 


25,129.90 


21 


18 


119 


11/10/1997 


Pacific Bell 


Africa 


162 


26,753.30 


22 


19 


120 


12/10/1997 


Microsoft 


Asia 


174 


23,376.70 


23 


20 


121 


01/10/1998 


Cisco 


Asia 


186 


30,000.10 


24 


21 


122 


02/10/1998 


Amazon 


Africa 


198 


31 ,290.86 


25 


22 


123 


03/10/1998 


AIG 


Western Europe 


210 


32,850.02 



Idi f Q jQCfcO jjj 3 ^jjuy\llj < <^jUjjo '-SljJ CljuulJ i_SjLuu 02>Lol 

»jJ^ CL-^r ) C19 LoI l-Sldi 0^1^ CjljuUlJ CU Ij ^jIljuUU l-Slo^ljjl Jujlcp LxXjuJ 

<jjUu\JIj i Ij 0^1^ Juul^ju b ( ^OsjLajUL^juJ v-Sb jl ld> O j3^u ci^r 



■ JuJlS jjJbl Ij Ld> 0^1 3 3 Juj Lou ( jjJLs J 



O^JLuJ jJo-ajJ Cju0ouUl 9 jOuJoJu lSI^j 



uJ j\ O^LfibLu i 



Jl-aj Ic^j v-S^ ^b*jl J^juulSI j ^ Ij Ld> 0^1 ^ OljuulJ ^_5 Vta ^3 JlljujIj ^JLjujI^ ^b <-0 

3 ( Ld>JlJLl 9 \^_^0 1 jujl ) Jl-ajlS ^Lc^jl b uJ ^JJ3 LjlC J.la \x) ■ Ixfl^ jlj3 qJLpl:) ljibjJo_JuJ j^juU 

.JuJkS ^JuuJ^LjuJ I^J^JLuj j^U-b jl jjlouuO b 3 Joj* j^3J b \j Lpjl 
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<jj3LlC 

»jjI /)l_SjLd> ju u uS\JLj <jj3 LlC Jl&I 3J> jjuLuul ld> 02>l^ cisdllox) 

.JuljujL 0 Jl^Ljujuo JjL9 /xq> j\j QuU ti CO 1& 62>l^ 

oLSuU ( jJLs ) Cf^jLJuj QJJ3I 0I3JLC jjj J3JLUJ juJtS ^L^ijul I j A4 J3-J— ^ ^ 

.( la> 

.juj .5 vL=^l L> wv Freeze Panes cu^ Window i^juo jl .T 



OljuulJ cu Li> 0 ^ 1 lo ^ 3^3 

,_uS ^JVJO L^JO l& ^3 j 3 uSljJ Ij J^juUlS I 

I j ^JvJuLo <^sL_q) 0Jlj3 > ; VJ3 < 1 ^ JuuQ -9 ^ j ^ ^OsjLajUL^juJ j\ 02>l^ ^3^3 ® 



•Juuuuu \j qJuo i T Jui^S . ^ 0^3^ Ld> -^3 j3 ® 

ld> ^3^3 v-Sljj ld> fijB j\ O^lajLjuul ® 



ld> ^>3 j 3 «-SI>j Ld> />_j9 j\ OilftjLjujI 




Lxxjuj cu ld> ^ 3^3 t-SljJ ld> >o>9 j\ O^la^juul 
l_SJlj J c> uSLq^^j35j Cl5 Jlq}^ ^jvjo Ij OlSuol Qj| 

«w9Jlj> Ij ^3_^>3jo t ^—juS <^L9l Jol lj 

l_SJljJc> ^j3_^j ci_^ l>-^3 U Lq> J3JOJ3 < JuJlS^ 
t j15^3> Oj 3^> cu ^3 -juj ^jvjo ci9Lbl 

3 3>jLjuUL _> lj Ld> Lj 

OljuJLjl I^U J 3 J uJ ^Su ,j.Su.b l3l&juC> 

c LJujS Data L-S3 Juo j\ 3 uL^j Ld> o^b 

.JuuS 

v btul \j Form 



171 Freezing 

172 SJtpJjb? :>ltx<<jl 
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\/>uj£u Form usl o^L^jo jj cu ^jvj^ISu <^Su jujLu 

. CjljujI ^/O l x XV C^> Jj-vJO ^JUO jj^Uo <- 1 ^ ^_ 5 ybi> Ojl J ® 

.Jlu^ ±j\$ J^jOjS v-S3l> ( lo> J^JLuj ) i-SL&jJLs \j Ld> Ojlj JluI^j ^juou Lxxjuu S 

. JuukS I JUU IdjuuJ (jdjLjujI jJ \j Ltt) Ojlj JujI^ ® 

V-Ajl AO 

j ! ujljfcjul t j IS Juulo uSJuJLO lS Lo^j \jj I j\ Juuljj ^jvjoJ < JlaJlS OjLqJLjujI j I 3^ I 

. JlxjlS OjL&jLjuuI 3 CjljuuuJ 

Joj-juu jjjuLujI _^j Ldi 0 ^ 1 ^ CU <Tuj JLxd 

^JV-dJLiJ^JO Jj 9 j0 OJuulS {_)£l> UuUUO CjljujI j L>-juU U uSLq} 6j|j JjoLjuJ till Ojl 3 CjljuULiJ 

uSj,a juUL ^L> L&JjjO 3 ajJ W juJ £ Ca jujI ^^^SLjuJLjO Jq-J> kS^Jj <= ^S {^J LoJ . JuuLajJJ^ 

Lq^jJq >jj Lj 3 LpJ^J uj 3^ L& ojIj <\S ^3 juu ^jv-o Cjc-cL ^-SL-j uj>-£ cisLjoI - V i A All < 3 S 

.JjS JLd>l3J> ^SuexS LxXjuJ CU Joj^juJ <^Sb UJuuJ OJuJ °0 <Jjl 3 Juu I j^OU CO jJ c IjLajiJL>'jJ 

: JLud 

j 3 j ^ * jl <jJjl^j b jJLjuuljo c Lj Jogjjjo uSL& OjIj ^ Jl^I3J*j JuLuj t OjbgJ <^Su jJ 

^JVi^Ju V-Sljj Juyd>l3J^J CjljuuI Q^uOuO . Ju^juJ U CU-jujI^ I j Jul O^jSl) jJj\$ I J ^JVJ^Ju CjljuuI 

.JuS j]bj u-jJL> b Juj3>J £uj>\ uS>SuJ t^SLij J3 j °\ 4 jl <-Sb5> 

uSLjj Lu JluuS OjLfiJ uul ^_5 vJoj^juO uSJuuJ^Lajj jl qS ( ^^d>l3^>' vjjL^u 

3 O^jS ^jJju^IL;! i \t\ Ju^l. 9 . ±-ju£ JLcxd ]oj—juj jj ^lLluo uSloi OjIj Qj I j 

ju I j Loi Ojl J Lpjl Lj 0I3-1U uSL^_juj3j OJuJ uSljj I j L& ^3joc^uo jjJ t \ °l Ju^S 

■ J uuuuU 1-SJjjoI ^Uj ^_5 Vj ^b>' Joj^juO (JjuLjuuI 



Ld> OJ ^ lSjjJC Jj L-S IjJ i3JUuJ^LjuJ jl 0 .jLq JL juuI 

lJuuS uSJuuJLSLjuj IjjT JgjOjS jl OjLqjLjujI b b Juuuuu I j Ju^S ^jj I uSljuul J^Ljuj 
ujb^Jul ctp^b jLjujlS \j Ctrl H“ ^ 3 ^L^Jul \j A3 Jc^ . \ 
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.-uiS L> Conditional Formatting Format jl .T 
L> Formula Is < Condition 1 cjljuoJ .p T 

3 U Font £ j\ 3 dLl£ Format lS3j. =$E 3="ASIA" 

<~SLd5 OK <-S3j 

wub 3 v^l U Formula Is Condition 2 ^^Lsl o^b cjljuuJ p .Y 

vib, L 03^ v_svl)j Font vJ jjj—kjj j\ 3 jjjlS Format 1-S3., . =$E3="AFRICA" 

.JjjlS OK '-S3J 3 yjliejul Ij 

JL-ulS CjljU 3 CO__>_S u LsjjI b Formula Is cu,^ Condition 3 ,_s0iU9l o*»b oljuoJ p .0 
csL^jj U O3lftio Font ^ jjjuuj j\ 3 juj .5 <.5LJ5 Format tSgy . =$E3="USA" 

.juuS CxJS OK <-S3 j 3 cjLsluI I j ^_5vJL>l9 

.juJlS 'JSi-JL} OK <-S3 j . ^ 

ubbudjj 

\j ^_5VjljuiJlJ 3 U(^ uJ c Lj juljuJLJ \j ^JLLbo g_>jj0 t J3J0 jB J3JLUJ 

l-Sl 0^1 3 JlJuuU Ll JlJiS ^JV-O CIjljuUlJ U J 3 J-JUJ , J... uj ,Ju<S ^_5 VjO ! >io. juJ 

Conditional Formatting Lxx uj Jo uucp o_x uj v^Lj^lajI Jojulu L E 03-*-^ j^> jJo-aju qIao^ 

,^3-juj ^_5 vjO t _gi.jjL IdJLo 

Logical test IF J^jojS > -kSzlLo Q » » ■ ■ 1 *ju l_S J uLjJlSi iju ^3^>3xi i 3 j 0_>9 

.i 3 _vJ 0 1 SVJQ JLoJCl y\cu ij 3-0 cS J uljJLSLjuJ 3 JLiS i SVjO IAaJ ij jIJlSjO J3^0_>5 .JljuuIj i SVjO 




tot 
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W£ 



^PsJD^JlO 3 1VT /xjOsjJ^Io >oUjO CU v^Lij JLxxcl 



vLj^jI ci_jL>b L) jLujlS I j Ctrl + * 3 JuuS U A3 J3JLUJ .1 

,^3 -juj 

Formula Is bJ ^ v L^j| |^ Conditional Formatting < Format jl .T 

Lj jj <uj jjjj! ujI j—> 3 v^jI Condition 1 ,2 oljuulJ cS \jj \j 

.juuS J Lxx_c:l lj ol3^J^ kSjju^^.jujS ^ Max 3 Min ksI^J^jS 



Qj>^j 



vLc^ljul CjljuUL_J CLjOJ^ V U»yjl j\ J_*s La> o^b * " ■ ■ * 1 * I l^j 1 J<)l hi q i I3 1 

Jj)j0_)3 C* uloj ^JUjuUU ^>jjO 3 1 Q ^ bn ^S>jJ3 (jjj *-lS A jjlS C-j-9^>.-Lyb 

■ Ju 3 _ajU JjlS 





173 Maximum 

174 Minimum 
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)? J. -aS 






Lj cLjoUjj ul Jl_GiS ^3 <_Sj_SLp CLob^jj jl l& Oili ciS ,_S'jO IcxJj 0I93I 

. ( o_ujl DOS ^uLajULljuJ b \LajO ) OljuUUU j > j LajJ fiuLJuJuLJuJ 

^3^.Juu_jujU /x_£jo 3 >JLil <-Sl>J L& 0 ^ 1 ^ <jul ^3->3 

V-Sl_Q> <^SLj ^L^jI \j Lo^-ajJ ^JVjuU) l-Sl& OJU33*! ^ 3 j I JjLuUUO 3 J^-JUJUO 

^3^_juj \j ^jvJuuo ^-SL& 0 Jlj3j^ JLajul v-Slp_juJ3j uSjb J^juo^I /x-hjuo 

. ^^ 5^0 f* > J*jj jj«J lj Lp-JuJ 3 j 0^1 <-^ 3 j O\LSLjuJU 0 Qu>A(^ t 



^jOlJLo 0Ju3jj v-Su ib*jl 

O-*} 6 jS -^-^3 j-t-G’ JQuljuJl-A-juJ jui> Lj XJjS j\£ DOS Oj*j ClS ^_5y Iq} cLobjj ciod^ 

iJjJjljZ ^Sj lj 0 ^ 1 ^ ,jjJjljS ClS -XjlQ^ LcX-juJ CU Ij uLSuol 

■ Jlljuj b cIJLjujI^ v^r cSl> cb 0 Ju3j*! ^Su 3^ 

( Bookkeeping ^ JU* isl>j ) jl^ ^>0 v ^l L> Print to file ^ cs^k) 

A b lj OJU33*! />b.JuJ^ ^jvjo ^jub ul \j 0Ju3j^ />b Lcxjuj ^3_juj ^jvjo jb t-Sl Oj3b*jo j.blS 

JU3^uUL;! <\j J03JJJO jjiSljlS CLjuJ jlS-bC^ Oj 3*£U <^bjJ.JLU^ jLuJlS Ij jjuU I 3 -LbS <^jjb jJiSljl 5 

-doc \bu 0 .^jS JLQil 3 ^ CI9L0I lj CLobjJ 

^ VO ,_ 5 v 5 LjujI jbuuO uSld) 0Ju3^J 

.juuS vb^jl lj Open ciujS File ^3^ jl 
.juuS vbjcDl U File Type -> All Files < Open v_sl o^Lsjo .T 

coUj gLuulSu ijvjLujijuuj i_sl_^j ^5 3 ula ujlA LS^jljjljLujI (_y^L j uj I ■ ASCII 

.Jl) 3 _) 



Too 
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Test.doc : Jlio.jLaS I j ^_svjuuo oju 3 j*! t Search jJLs T 

.jluS OK <-S3j .Y 

c L»ju9^ < V I j 0 Jljuj cu>LjU i_Sld> OJ ~ cuSLi 
0Ji_i3j t ! .^3 ■ i j.jvjo j&j.A cLjuu^ cSj cb OJuuJ cU^-Luu i_Sld> bAj^jj l _syS 

b>^ ol . juUj\jS 3 (_J »»* ^1 <-Sl& *-Lju03^j^ *"tS AjjS ,_syS <_Sl < t_uJ 3 t! ^b b Li) 

.Jul btil .p 

T c 0 L>^jO — Qjuo dj^cSUA 

.ajjS v^I b Delimited cu^ .1 
File origin ^^L^l o^U jJLs>> .Y 
J^uoSI csljj b OS/2 L DOS <&£ 
csb j b (PC-8) MS-DOS 3 8V 

.juj^ T^T3 J—ajulS I 

.juuS SJS Next T 





T jl T qJb>jjo ^jJuo Ojjjtszjo 

.JuJkS ^JVJ^JulojLuJ l^j^jLjuJ \j l& 0^1^ ^ ^jLuJ ^JVJO j^L9 Ij LxX-ajJ ClJL>jjO ,jjI 

Ij CL-^-uu JL> .X-juS ^uljulL-SU uj Qj ^3^>3j 0 c Ujj^ 3^ jl l5^! L Ij 02>l^ 

. AjulS ^ 

.jl^S Next ^3^ .T 
V jl V qJb>jjo ^jjJuo ojj^ssjo 

■ JLajLoJ v3JUuJ^LjuJ Ij L^J 3 jLjuJ 2>j LjuU ^_ 5 \jO \j IjCXjuJ cUL^jjO QJ I 

LpjT _>j />li ,jjI 5 _) ,jjI jl.jui5 ,_s\jo oLjujI Ij LfiijlS />btjl 6j^esix> Pj jujLo o_<jjl <_s_j I_j3 1 jojj: 176 Wizard 

.O-ujI 6_X_Jj iSilpJ 
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( Juol i^Jn^LjuUUO <-0 O^jLjuJ ) .Jujl£ V-J lisDl Ij O^jLjuJ Cj 

.j^jS vCsiil \j cs.v.,.,.15_..vj <^uj j\ <_sv_Sb < Column date format .Y 

jl b juj. 5 vbs^jl \j Do not import column (skip) L (General , Text , Date) 

.Jul Jjcxx: <p <-Sj3jyJo Cslp-K^Cuu 33^3 

.jlu 5 viLJ5 Finish ^ .Y 



.jiuS lSjulJ^Lui ^SjB /*^ *^ I j uLjI^ ojSj 

Lj \j Date LSjuLiiSi » »< ^ 3^3 jl >9 jl_>U jl_pS I 3 Date 03 -*-*^ Cb Loouo 1 
JLxcl 03^—uu qjI cu Column date format jjj ji ol cp Jo^jjo c lp_>S <_< b*pl 

I3 Cj -*—0 L» 3 J—C Oj 3^> cp l& Oili Juf-iSu iSJUlJ^LijJ Ij O3-A— <jU (jOouO jJ) I . JujlS 

. JlJUL) JjLd>' 3 > 
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<jjuo ^>3 j 3 /jlSLjLfli o\H juUUD 



OljuuI >i C-aJOouU IpJuO Cjuo\1_C 

q I s ..in 

OljuuIj OuCXjuj ( “ ) OuoUc L Oj 3^ qj \JjJjcxS2jo J-jumSI qj OJljuj K m S s ^ u ^ ^IJlC-I 

<JjuO °0 I j ^IJlcI <Jjl ^J-juUlS I .Ju^-juJ ^JVJO I^JuuJ^LjuJ CjuCXjuU L_SL> Qj 

■ OljuULU OJuulS ^VuJoIj OJuol OljujJu £uLu 3 §jOJ> Jul OJuuj l-S Ju u J ^ L a Jj 

L> 

V-SlpJuO Cjuo\Lc Jc^jOjS QjI.JUjjlJ jlSu olj uI^jlC CU Ij Jjj J>SLjuJ ^3^>3j0 J^jOjS 

^ ^IjLCl 3 ^JVJO ^JjftjuuO OuCXjuJ qj Ij OljujIj CjuOouU ^3^3^ 

,JU3_Juj ^JUD lSJuuJLSLajJ i_5viLiuo ^JlC 



0 Microsoft Ewcel - Chapter 16 



m File Edit View Insert Format Tools Data Window Help 



B1 - Jfc =VALUE(IF(RIGHT(A1,1 )=''-", RIGHT(A1,1)£ 1 LEFT(A1 1 LEN(A1)-1),A1)) 



A 



B 



E 



H 



1 

2 

3 

4 

5 



5645665- 


-5.645.665 















































































WV 



3JP3 J J^jo^ 9 <ljL9j jISj gjl^j 



ol^juio 3 J 


gjb 


.Ju5 j^vjO 3 JlC qj ^jJuO jl V-S JuulI^LajJ jjuSZJ V^SuJ 


Value 


.Ju£ ^jvjo 1 j ^jviiJojuo jl-Xibo C 03 J JaJLc L 


If 


jj <^ju> qj CjljuuIj jl Ij 


Right 


.JuI^jS Jj CjljujIj qj <^JU> jl \j jjS \ j L-S^ljlSJ 


Left 


.JuhjS ^JVJO Jj Ij QjuO ^3^3j0 V-SLdijji5ljl5 ^l_X52J 


Len 



177 Nested 
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Ju3_Jj ^jvjoJ ^JuuJLSLjuJ (Sjjb b ^JlC 0^3^? CU ld> 0^1^ 

qls ..in 

cLj £ujlj t-Sl_Q} 0 ^ 1 ^ Lj uSVI^S-* **> Lj cS^Jl-C i-SLd> 0 ^ 1 ^ i_S3l> ^IpJ^jLjuJ i 0L93I 

3J3— o Lj v_jJLcl ^ \ C c L j qJLjO jl O3-A-JUJ v^JuuJ^LuJ j-a_a_S2j .Ju3-jbj i 3 JuuJ^Ljuj qJLo Oj3*^ 

■ CjljujI 

\ 

Oj3 «/Q cl j cl^ Ij ^ 3 ^ 3 ; uj , Jla_a 5 Ijjl ^jul<ljuj 3 U ^ ^JlC ^_5JL> J3-Laju ^Su 3^ 

jL 1S3. .juO j I 3 -JcxJlS^ ^-SL_aJ>^ La ka)\j O I \S$j 3 ^ LjjfcjU I \j L1a__jujI OJuuj JuuJLSLjLu uo 

jb usl oj^b** j\ \j Multiply cujj^ ujuljljuj .jujS vL^jI \j Paste Special cujj^ ojulj 

■ juulS '^uJLS OK 1-S3.J 3 vl^iul OJuuj 



L^j^J-aoj CU qJuO 

CLJujS Data 1S3 aO j I ,_X_aJ^ v»j L^laj I lj CjljujI OJuuj C.S JuuJ^L x u qJuO Oj 3*0 co q 5 |j ^303-^—*-^ 

T clJL>jjo. JujLoJ v Lsyjl 1 ^ Fixed width cu^ 30^ v^l U Text to Columns 
Column data format CjuCXjuoS j I lj General cu^ < T cdb*^ .p.juj .5 lj 

Date cljijjS 1 ^jjLj clj l J3 i 11J lS J UuJLSl JUJ J._JjJLgj cSlj—J ■ V AA^ ^ Si Jj> 1 ^ OK I-S3.J 3 

.ju^ OK kSsj 30^ vL^jl U ( Column data formatcuj^ jjj ) 



JuuS L-S U lj L-Sj 3 L-S I j 

v-sLdi oJu&ls csljj ciS juujL ^jvjo ^3^>3jo gjkp jl l 3^L Trim gjb 

cuuj 5 Insert 133-juo jl <^5^0 ^15 co J3JLUJ ^3^3^ oh^o ^jSj^ 

OuCXjuaJL _9 Paste Function lsI jl .jlu^ v ^l U Function 

.jl^S \j Trim &jb oT jl 36^ v^l U Text <^jjS 



To^ 
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jjjuo v_93_p> O SjS cSIjj OV>^ cisLol 3 ib*jl 

■ J uJlxaj Ij Li) J^jo_^ 9 < V Jjfl9 gjb Oi__>S c l9L<ol < §jb Oi__>S <t3lbl jl J-<3 

jb v- 5 L«_*jul«j JI3JJJ3 b jLujl 9 Ij Alt + Fll i-SL^aJ^ 

(.jujS cisLbl b «3 jujc> J3JU0 b).jujk5 vb^til Ij Module clo^ Insert i^juo jl .T 

IJuJiS AJ3 £>A_Aj jb J3JUO _P Ij _>jJ .T 



Function ReverseText (Text ) As String 
Dim i As Integer 
For i = Len(Text) To 1 Step -1 

ReverseText = ReverseText £ Hid (Text, i, 1) 
Next i 

End Function 

! gjb (_jjuuLojl 

(Shift + F3 ) .jl fjS jb lj Paste Function < gjb ^jjuuLojT v-sljj .) 
.juu£ v^l L> ReversedText gjb < User Defined cujuj^ j\ .Y 
.JuuS 

v boLil OljujI { jjjo i-sIjIa qS \j ^3!^ jjb gjb jJLs jA T 

.jujS CxJL> OK <-S3j .¥ 
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'Col j 3 J-a-u^I ,jliJ3a>l 



W J^s 



cSjLuJ ^jUjJO 

10 J-^l-9 .CjljujI La 0^1^ v-SjLuu La 0^1^ b j\£ i-Sljj J^uoSI J3IJL00 Jlxxcl j\ u 

j2> OJL-juJ c LJl sJUojO t Qjl 93 />^9 . JoJ !<p^ Cjl9^> CU Ij ^SjLuJ 's_jUjjO lS L<Xa_Q3 Ij 3 * La 02>L £ 

.CjljujI ^-Sj3juJO ^jJlouL^I O\LSLuUU 0 jl t-Sjj^3JL> t-SljJ ul 

la o:>l:> iSjLuj uu >0 jl Jji 3 ^jLxaj^O 
J^JLuj iSJ v-^bojl 0 

JL-bls vl^jl U J3JLJUJ <^SL Ja_dS .JubSLi ^jJ j^ Ij La 0.bL c tc > Li b U3 jLjuj kSj 

o^L .Ju3 juj ^jlJjjo Oj3_j^> cu oljuulJ t-sLa o^L b jubS <^L 15 Sort 03SLJ 

jljuj juLal3> v^jJjjo oljujI ojuuj v^L^juI JjjJLuj <= ^S I-Sl c Lc>l ^jjjLjuuI jj La 

la J^jDjS s 

»^Sjl mu v_jlJjjo .A-juS c’a 9^ J Q—ojS i_sljL La J3J juj Qj La o^L ^-SjLuj ^jJjjo jolSLa 

.Jl-aS Ij oL «jjL*jo JJI3J Jul c USb Ju^ j^ui^ lSI^JLuj CU ciS ^SVJ La J3JLUJ 

Lp ( ^3 lloo Oj 3 *0 ci_; ) oj uj ^Ijl-SuoU l _5oI3_j l_s 1 a o^L i_Sjl »jj joLSLa 

.JuuS CjlS^ jLjuUU 3 Jua^ £jJ> °b l jjjI3_juJ3 ^UojO gc>l>0 L ^JVJ 1^3^35 

4J3I vjuJjJ usyb.jU ulOj u^Juuj iSJ 0 

jl-aJlS cisLiol La o^L c bj>b cu l_s^3s^ ^IjlcI b u3jLjuj <^Su La o^L ^-SjLuj ^jJjjo jl 

■ ( JuJlSu O^Lfiji-JUjI J3 j0jS jl ) 1 £ Y £ T £... JuuLo 
O3-* uj ci_^ Cju_jujI jji-pj Juuub ^jvjO ^jv! uSV! b L _5vJ3jLjuJ lSIjL La O^L c bJ>b j,SI 

■ ua^ O3-*— juJ [3 cQJ 
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cjuuuuJ jL^Luj ® 

L> lj lSjJq, juJ ^ uI^jlC j]cu<jJ ■ JljuU U c IjLjuJ 3 uI^JlC jJq-ajU ^Su| Jq-£l 9 JuU CjljuULaJ 

.JujI-XSu \j ^jJ^JLuj guj3} La 0^1^ c tp y li .JujI-XSu 

O^Luu cSjLuu 

. ■ JuuuuU \j Jjj J^SLajJ ) . JuulS V^L^juI Ij E5 JgJLuJ . \ 

I3T 

• JuuS *<5uJ£ ^jIJuLiLjujI j\jj\ j\$J I Z-lS$£SZ*£) ^-SjLuJ ^jUjjO UC^J I -T 

( LiiJI ^jjjLjujI j-j ) cjjq^d cu 3 Market jJL s ^jjLujI jj La o^b J 3 -jl> — 



.^3-juJ ^jUjjO 



11 Microsoft Excel - Chapter 17 



S] Eile Edit View Insert Format Tools Data Window Help 





® a y 


A ■to OB ^ 


fcO T ra - 


4 z A 


£1 


II 


DOl ^ 100% - © T 





A 


B 


C 


D 


e " 


1 


G 


















Running 


Invoice 












1 


Number 


Number 


Date 


Customer Name 


Market 


Quantity 


Income 


2 


1 


109 


01/10/1997 


AIG 


Asia 


40 


8,040.00 


3 


2 


118 


10/10/1997 


AIG 


Africa 


150 


25,129.90 


4 


3 


123 


03/10/1998 


AIG | 


I Western Europe 1 210 


32,850.02 


5 


4 


133 


01/10/1999 


AIG 


USA 


331 


48,441.63 


6 


5 


138 


06/10/1999 


AIG 


USA 


392 


56,237.43 


7 


6 


107 


11/10/1996 


Amazon 


Asia 


15 


29,280.00 


3 


7 


113 


05/10/1997 


Amazon 


Africa 


89 


13,095.00 


9 


8 


122 


02/10/1998 


Amazon 


Africa 


198 


31 ,290.86 


10 


9 


131 


11/10/1998 


Amazon 


Africa 


307 


45,323.30 


11 


10 


110 


02/10/1997 


Cisco 


Asia 


50 


37,065.81 


12 


11 


121 


01/10/1998 


Cisco 


Asia 


186 


30,000.10 


13 


12 


127 


07/10/1998 


Cisco 


Africa 


259 


39,086.66 


14 


13 


136 


04/10/1999 


Cisco 


Africa 


367 


53,119.11 


15 


14 


139 


07/10/1999 


Cisco 


Africa 


404 


57,796.59 


16 


15 


102 


06/10/1996 


Intel 


USA 


17 


2,270.94 


17 


16 


114 


06/10/1997 


Intel 


USA 


101 


23,084.00 


18 


17 


116 


08/10/1997 


Intel 


USA 


125 


18,495.00 


19 


18 


126 


06/10/1998 


Intel 


USA 


246 


37,527.50 


20 


19 


132 


12/10/1998 


Intel 


USA 


319 


46,882.46 


21 


20 


108 


12/10/1996 


Microsoft 


Asia 


30 


6,020.00 



G 3 SU <-5L< Ojo U j\jj I jljjj i_sLo9 — qjSj 

\j lSjLuu v^Jjjo Shift + Sort Ascending <_sL5>jlJS o^b jLii9 L 

/>bejl (ZA) v_sd3jj Oj 3^> cO (AZ) i-S^sa^? i_sl> co 
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'Col j 3 J-a-u^I ,jliJ3a>l 



ld> Oib i_SjLuu 

.JuS ^_5VJ0 <*_jUjjO OJuuJ 'JUj.SJ V-juJjJ jjjjLuul jJ I j lo> 0^1^ J^uUL^I 
QJjjLajiJL-U CU ( ^JV^JuO ) jIJlQjO jJJjjuoS jl uLoj 3 £Ujb JjoLuJ < uS-^JlC jJ^LqjO “ jJOIAJO ® 
clIL ^ ^S^-joJ jJdj ^ u lJ^JLuJ l S \ a a I^ l ii ni^ | , ^JU 0 U_jUjjO ( OuuuO ) jIJlQjO 

jJ^I_QjO uSjl uJ W-JLJjjO uloj 3 £ujb ^juo jIj 3 jiiu Juo \jj\ jljiibo JaiiS 

(.JyJuuy Ij uloj 3 ^ )■ v_ 5 ^ 

^jaJLjL ■ A.A/ JU3 iuj ^_5^uo yj»— ) jjO ^ / (/) $ JlJuLo l— 1 jjjuI ujI IjlJuI j^jJuo vJJiJO ® 

jl . JLJjb OLJ9J3I LlqJI ^93j^> CjljL^J 3^ 3 Ou-jujh Julq>[3> OU3J3I ^jvSLjujI KS\jbjj£j\5 

vLj^jI \j Case Sensitive cujjS 3 0^ jL L> Sort -> Options c^y>^ Data ^3-^0 

,^3-juj ^juo yjJjjo iSs><)£ <J& 3 jj> b <jJuo jl Jjl 9 v- 93 jJ> b ch^ -JyJ^ 

■ ^3-juJ ^jvjo u-jJjjo CjljuJj^ j\ Jjl9 OljuJj^L) fthitO a 

^jlJjjo J^jcuC JJ3 ajj i^-o jb*y I ^jOljLJujbiio oLixx-C Lq^ 1 Jq.> — la>lbo ® 

.Juyb i^ydO dlfijul OJuuj <*_jUjjo CjljuuuJ uSlpJLil Qj uSjLuu 
.Ju3-juj ^jvjo v-yJjjo IgJul 0 jI3jcx^ ^_5JL> ^S\jJ$Luj — i-SlgJ^JLuJ ® 

j^C Qj) cuJI ^jvjO jjusij LclcI uSljj Ij uSjLuu u-jJjjO saaJjj |jJ3-P lS^LuJ UJ jJO 

. Ju Q-juj ^_5 uo yjJjjO CjljuulJ uSLpJul 3^ 0 ^ 3 ^ LSLpJ3-bjuJ jl 

L jJb> lSI&^Jcljuj l 9 Jl> — <uSL) 
jujiS o^LqjLjujI Sort oLojS jl < J^juulSI ^ 0JU33” 

OJ uJ ^13 cu »jjl3J>b ^-93 j^-> c lSbjl /xdi 3 -Xj3jj <j-u jl ^_sJb> i^b^j-bLjuu /xdi b 

. Juyb JI&juI Ol ju ULiJ uSlpJLil Oj 

LdijJLs j\ ^1 AsJ tSjLuu tjjjz 

uyL^uul I j Sort c byj^ Data US3JUO jl 3 t JyJkS uyb^uul 0 ^ 1 ^ CjljuulJ 3^ Ij J3JL-JUJ kSj 

U-jlJjjO uSlj^J .J^_juub JlJLS Q KjJ uSlj^J uSjLuJ U-jUjjO uLSuol uSljl^ Sort uSl Oj3b^uO 15 

juCX-^jO cLj Lj p 3 > »*J Ca * A fi^l jJL-9 cLjuj jl 3 ^ jJL-9 ^Sy jl uSjLaju 

. Ju^juUjj Lq^jJLs 
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^jjjLjuuI jJ lSjLjuJ 



1-SljJ .JuuijL jJo-juJ <jjjLujI jJ b V-SjLuJ ^jUjjO l_SljJ v&jS oLxxJbjj 



. Jlul^ JjO^C jJj Oj3-*^ CO O^jLajJ (JjjIjujI jJ 1-SjljuJ 1 -jUjjO 



E Microsoft Excel - Chapter 17 



ll[] File Edit View Insert Format Tools Data Window Help 





A 


B 


C 


D 


E 


F 


G 


1 




Eric 


Nancy 


John 


Lee 


Ana 


Stephen 


2 


Gross Salary 


2,540 


3,256 


2,928 


1,987 


3,854 


3,285 


3 


Income Tax 


381 


488 


439 


298 


578 


493 


4 


Social Security 


127 


163 


146 


99 


193 


164 


5 


401 K 


76 


98 


88 


60 


116 


99 


6 


Net Paycheck 


1,956 


2,507 


2,255 


1,530 


2,968 


2,529 


7 

















SJ£jujJ JJj LaaI I jJ vSj LuJ UJ jJO 




3£_>9jO i^Lq* 03 I 3 KjJ 33 



b> Sort -> Options Data uS 3 _^uo jl A 

.JuuS bojl 

.juj. 5 vbejul \j Sort left to right <*jj£ _y 
. juJlS CJS OK cs 3j .T 
< Sort v_sl 6 j5 Lszx) .pLS Sort by OuOouUL 

O3-A kjJ jjjjl mJ I j-J oS \j ^_5y Ld) jJq kjJ 

Ijl_2j J^jUjO v : Js. uJ V^L^ljul j JuuU JULd)l3> 

.CjljujI OJuuij ^b 




: Jtuo 

uIJlJuOjL^ ^3 Q> ^-Si—Q^ 03 I 3 i^lo i^5 Va aaJL jJ 
^Lj -jJ jl ^33 P Olj. *Q ^Jjjl ujl jJ c l^ JUujIj 

CU 3 S c Lj OljuULlJ j LaJ> LajJ . JUuJ ^JUjJO 

3 J 3 I >b_JuJ ul-LJuOjlS /)Li <\S CjljujI V-Sl 
«jjI 0 J »jj />33 j-h «jj l pjl 

i-SjL_juj l_sIj-j \j Sort by CjuCXjuUl 9 

.JuJ^ boLil 
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'Col j 3 J-a-u^I ,jliJ3a>l 



: CUfttjyJ 

. Ju3_juJ ^JVjO V_jUjJO J?3_QJ> (JJjjuCxS CU 3S-0-> ^jjLajULU jl J3_L> ^3^>3 j 0 l^lpj^JLjuJ 

^JVwvJUjLq-juU CjljuUuJ ^jjjLjujI jJ l3jLjuJ 

1 _ 5 VjO J^JuU^I jJ^-juJ ^jjuLjujI jJ v5}LuJ V-jUjjO t JLjuJ i \JL c l^ 

Q*s> 3 L_S^352_jZ5 CLJ> l _ 5 VjL*lqJI Oj 3 _j^ CLj j— J U 3 jLjuJ UJjLujI jJ uSjLuJ 's_jUjjO 3 JUujL 

Joj^_juJ Jjjjl Ujl j-J \j l_Q> 0 ^ 1 ^ <\S Jl_aJ^I 3 _> ^JUD LoouJ oli^l IS . ^ 3 _juJ ^JVjO />b*j| 

jjjJ LjuJ I jJ L| ... 3 J Lo 4 j9^ ‘ ^ IS j I J lo OljuULaJ ^jjJ LjuJ I jJ J LuO V_S I jJ t JuJkS <*_jU jjO 

Custom List Vi" * XX Ai.k 9 3^ p Q -J Qjl jl OljuULjJ ^Suj jl ^U OljuuOjlS CjljuULaJ 

. CjljujI OJLjuJ OjjoS 

— JUujL /XjuT uSljL ( ,_svJL9 JLlo .p ) Market jJLs 
jjj vlJjJ ujuLujI jj l& oili. Western Europe , USA , Asia , Africa 
.( ^LiJI jxt ) Asia , Africa , Western Europe , USA - 

l L JS -IUJj Lfi-JUJ V A_AjU J 1 QJojJO 

■Jlu5 ^3 *-0 1^) 1 A1.A4 uSlpJ^JLuu 1 uSjuj^ c l, . 1 

Asia, Africa, Western Europe, USA 
.juj5 v^j^l U A1:A4 t-Sl^J^JLmj .Y 
v_^L%)ol \j Custom list 3 juj^ *w* UojI Ij Options clujS Tools ^ 3 juo jl .Y 

<0 A1:A4 jj 3 kiii iJjjLjoJqjo U l_> Import .x>j£ 

■ JuujU OJLjuU 3 i_S0L 

.juj. 5 <_SLJb Import ^ .Y 
.jl«jlS CjJb OK '-S 3 J •& 
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j Lii-JuU OljuULjJ ^jjjLjuuI jJ ^Sj LjuU VjUjjO T 

.JuuS boil \j CIjljuULl J t-Sl^J^JLmJ j\ L) . \ 

.jujS v^l U Sort -> Options clo^ Data i-S^juo jl .T 
) cJo>jjo lj vjo^uulJ First key sort order ^^Lsl .p T 

■ JujLoJ <w> Ue*jl JL»I 

*<5uJ£ OK ^s$j .T 

vLj^jI Ij Market oT jl 3 jl^ U Sort by < Sort is\ o^L^o .pLS .0 

■ JluIoJ 

.jujiS *<5uJ£ OK V-S 3 J 



<-S)LuJ v-jJ^jO jl JlSZj lii> Oili 03 ^ <j_*j Jcl> <^Su 

_}I.Jl_!_C ijl3 jCp 03 j_^ L) d-i Liu (-jlJjjO 63 jC C_j iJj-j i-Sjl i_Slj_) lj v_Sv^jj CL) 

.JuuS !., OLijjLjuUUO /jL) iJjuU OJuuS \jj> JcO L) JujC OilaTjujI (jJo^^JuU t^JbuJlSLjuU 
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'Col j 3 J-a-u^I ,jliJ 3 a>l 



uUjJLjuuuo 03^ <j_*j Jlajd 

.juj£ K-J Ij^LaJ I I j OljuULaJ t OI^jlC jJq-ajJ Jo^JjJO O^JLjuJ j\ O^IqJLjuuI L . 1 

3 vL^jl U A2 J3J uj c lSjjI jl o »jjI OjLlc o->} ^sIjj j-^U^ ^I&jlJ^ .Y 

cujj^ Format ^3-^ jl JL>.jl^^ jLh -9 \j Ctrl + Shift + Down Arrow ^sl&±J£ 

.ju^ v L^jul \j Conditional Formatting 
.juuS v^l I j Formula Is Conditional 1 ^sO^LsI -T 

Lj l^ J3-0 jS Juc )-juj ^JjoJojo . — $D 2 ^ ^ Jj>D3 . juJlS^ ^3)3 U >0 lJ 3 jo - >9 * ^3-03^ jJLl 9 3^ .Y 

.Jul ^3 jJq_juj t-Sljj ^jvljuuu £,l>jl 3 O3JLJUJ <-Sljj ^JUojo £,L>jI /xj\Lc 

3 jl^S Format cl_xxS:> ^33 « Conditional Formatting ks\ ^ .0 

boul 1^, Underline cu^.juj .5 v^l U Border ^>juj 

. jjjS 

. juJlS <*-SLdS jLj3^ OK CS33 




obcjuioy 

cLjuuuliLo U D 03 -a-aj^ ^3^30 ^^jvJuuo *-S L0J3J-JUU * 33-^‘U c UljujL^io J3 j ^ - >^ 

A ft) W-Slj-J OJlJul^ I.X_> j—DjS Jo_J> < -X jujL O3I AjuO V^jjLajULjO Ol_ J ^ ajjI j-_^I.Ju3 JuJ 

,^3-juj ^jvjo ^L*jI v-aj.bj ul v-Sl^JLuu 
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E2 Microsoft Excel - Chapter 17 



Hi! File Edit View Insert Format Tools Data Window Help 





A 


B 


c 


D 


E 


F 


G 




1 


Running 

Number 


Invoice 

Number 


Date 


Customer Name 


Market 


Quantity 


Income 




2 


1 


109 


01/10/1997 


AIG 


Asia 


40 


3,040.00 




3 


2 


118 


10/10/1997 


AIG 


Africa 


150 


25,129.90 




4 


3 


123 


03/10/1998 


AIG 


Western Europe 


210 


32,350.02 




5 


4 


133 


01/10/1999 


AIG 


USA 


331 


43,441.63 




6 


5 


138 


06/10/1999 


AIG 


USA 


392 


56,237.43 




7 


6 


107 


11/10/1996 


Amazon 


Asia 


15 


29,230.00 




8 


7 


113 


05/10/1997 


Amazon 


Africa 


89 


13,095.00 




9 


S 


122 


02/10/1998 


Amazon 


Africa 


198 


31,290.36 




10 


9 


131 


11/10/1998 


Amazon 


Africa 


307 


45,323.30 




11 


10 


110 


02/10/1997 


Cisco 


Asia 


50 


37,065.31 




12 


11 


121 


01/10/1998 


Cisco 


Asia 


186 


30,000.10 




13 


12 


127 


07/10/1998 


Cisco 


Africa 


259 


39,036.66 




14 


13 


136 


04/10/1999 


Cisco 


Africa 


367 


53,119.11 




15 


14 


139 


07/10/1999 


Cisco 


Africa 


404 


57,796.59 




16 


15 


102 


06/10/1996 


Intel 


USA 


17 


2,270.94 




17 


16 


114 


06/10/1997 


Intel 


USA 


101 


23,034.00 




18 


17 


116 


08/10/1997 


Intel 


USA 


125 


13,495.00 




19 


IS 


126 


06/10/1998 


Intel 


USA 


246 


37,527.50 




20 


19 


132 


12/10/1998 


Intel 


USA 


319 


46,332.46 




21 


20 


108 


12/10/1996 


Microsoft 


Asia 


30 


6,020.00 




22 


21 


117 


09/10/1997 


Microsoft 


Asia 


138 


23,506.50 




23 


22 


120 


12/10/1997 


Microsoft 


Asia 


174 


23,376.70 




24 


23 


129 


09/10/1998 


Microsoft 


Asia 


283 


42,204.93 




25 


24 


135 


03/10/1999 


Microsoft 


USA 


355 


51,559.95 




26 


25 


103 


07/10/1996 


Motorola 


Asia 


20 


10,152.14 




27 


26 


105 


09/10/1996 


Motorola 


Asia 


100 


3,717.95 
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'Col j 3 J-a-u^I ,jliJ3a>l 



U J-^9 
G:>^ jjJLs 



jjJLl 9 Joj-juJ l^S-bjI^jO ul^j ul c lJL_JuJ3 CjljujI v_5 ^-^3 j jl^.^3 -^' jjJLl 9 

.^Iju U^juLxxj 3 V>S Ij JuukS ^jvjoJ 



JuS ^JVJO ^I^JljuULU O.V)^ jjJLl 9 1-SljJ QJujS 3-^ J^JuUl^l 

b ujjLujI jj oljuoJ w 5 Li usIjj Auto Filtering 0 
OJlC^laJ Joj^juJ ^jjuLjujI jJ Advanced Filtering ® 

jljjl jcp <b ld> C^Sul Ov>S cisLol 

v-Sl O^bfcjo Jq_juj3j Data cLLjuj^ jl Ij ul <=0 J03J3JO uc^ljI u^jS jjlLs gjj^uuu t-SljJ 

b 3 jjJLl9 Ij la olCjuuj cu JL0I3V b jujS cisLol jljjl j\$j Custom I zg 

■ Xa ^jjuuLou Ij OJuuj jjJLl 9 lS la 



Auto Filter o^T 



Show All 



Show All 09IJ 

CjljujI ^_5\S IS . CjljuJ I ^JVjLujI jl^ jIS.^ 3-^' J*jbL *3 jl O^I&JLjujI b lfi> 02>l^> U.bjS jjJLl 9 
V-S33 -JuJk 5 <^Sbi 5 jl£^> jjJLs O3SUI kS$j 3 0V>S vl^ul \j jJLs V>l 3 jo jl ^jvSu 

Ij ojuJj lS L^jJo-ajj 3 3^J Ij ^^jvJbs jjJbs Jjcxc b jujl^ ^bJLS^ Show All C>3^bJ 

3 0.bjS vb^l Ij l< 5 >jljjl jl^j jl Li^b £ jljjl jl^j ^ U3Sul <SlJ U±jS ClSLol t-SljJ.JLd>^ uLuJU 

3^IS jl 3 vb^jl Ij Customize cUujS OJuuj jb V-S3JU0 jl 3 02 >jS <^u 4 S CjljujIj ul CS33 

AutoFilter Data cu^ jl 3 jl^ vb^ol L> Command ojuJj jb ^s\ 0^3 1 ^ 

. juJlS ^-SL 4 S Close v333>jl<h^ Laj 3 IjjI <-S3j c o 3 Jujj^ij Ij Show All 3 



178 Auto Filter 
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( jjJu3 ) AutoFilter 



lj Filter -> AutoFilter <^>jS Data vl^fcJul IdX 0^1^ CjljuUL-J j\ \j J$LuJ V-Su 



.JuuS 






rwtflt Imd ■ llidirirr I U 



yfe- (jS* |ik*i i anwt rods iyt* M6t» 



O Q csf & a ?' /■ Efc P. ■»■ 4 E r. it ll til -a 





A 


0 


0 


& 1 


c 


r 


G 


1 1 


Running Irmrfce 

Minitwi - jMjmfcM - [Date ^ 1 


iDAtOfTHT \3fH- | 


iMarket 


Iquaiktli -| 


IftKonw -| 


2 


1 


101 


C5W19® 


wtiial 


L^i 


IS 


%1%TS 


3 


b 


Ifl? 


YnjtiVVJ* t 


int^l 


U$j1 


17 


y.a-jojf 


JJ 


1 


lids 


«^BI Vl'^lHAvilLl 


[ Ae.u 


-■n 


Kiwifl 


h 




]£H 


0B/10/1W6 


P.4 "l Ml 


Wi' ll TFT FiJ. 


sn 


11,111 13 


> ■ 


5 


105 


•DO/tQ^OK 




A^M 


IDO 


9,717.95 


? 


P 


1Q7 


u/iiuira 


Amajwi 


A flf 


15 


29,100® 


8 


\ 7 


toe 


12/10/1996 


Mcrosiyft 


All! 


X 


6,020.00 


9 


i 


109 


0 1/10/ J 997 


AtC 


Atli 


■40 


0, 040. DO 


10 


9 


1U1 




CttfO 


AfH 


So 


57^6H1 


11 


ID 


UI 


W10/IW7 


Mrl-irpi 


iJEiA 


67 


Ti,4:^[ii 


i: 


n 


11^ 


■H/1IJ/1 -W7 


Kijfl El ill 


KD 


77 


13UK.U1 


1’ 


is 


113 


ffi/tn/tw 


Arcmtxi 


Alt r.i 


39 


I3.msfx 


1J 


13 


114 


06/10/1997 


Intel 


USA 


1D1 


33,094-00 


li 


M 


115 


P7/10/1997 


Mtyfcrala 


Alla 


113 


23,110.® 


10 


1^ 


116 


C0/10/J997 


Intel 


USA 


125 


1B,495.® 


17 


16 


117 


09/10/1997 


McrDsoft 


Alia 


IX 


23,506.® 


10 


17 


lit: 


lO/iQ/lSS/ 


AJ0 


Africa 


IX 


2S,l29t*Q 


14 


IB 


U9 


ll/m/|«7 




Afiva 


ItJ 


» H ?SWC 


?n 




130 


1^/lO/lW? 


hirTTfirift 


Aiia 


17^ 




-'i 


?0 


JSS 




^r^(i 


A$la 


lf¥i 


XMW1P 


if 


21 


m 


oe/toft™ 


Arkucti 


Afruji 


199 


31,230.86 



j\j i_Sljj i_5\j 0 ciSLol OljuulJ jJLS i_S\Hj cb v _5sjiL*9l q-ijI,! c tJujS c5L» 



.<■!< I. XjuS ■ <■!< 



I j CjuCXjuU S^ls J^JLjuo jL 5 <Ss><£ 



i_S3j i CjljuOjJ 



jl ^jvSb vb^jl L.^5 -juJ 6^1^ <jijuloJ v-SjIjii jjX jl ^jnjljuulJ 



OjI ^ 3 j 



.JuuS ^JVjO jjJLl 9 i-SljJ U -^ ) > j ^ LxXjuJ <Jjl 

< J$\SLajUU0 j\ OJuuJ jjAj S jJLS CjJLuO kS^Jj JljuJ jjJuS C_a-juUuJ 3 -X-JuJ V^L^JuI o^jl^JO C&Jj} j\ {Jjjj. 
Juuj ®c>$j io ul^J I cAjjo <jj| cb b <jjul-! ) .J uS ^_5\j0 jju£2j ^jyl cu 



| .OljujI OJuuij jjJLl 9 LfcjJbS ^oIaS (JjuLajjI jJ CjljuULiJ 



QS>$j 



JojuuJ kSj j\ {jjduJ Jujl(p IxXjuU i^aJb^uO JlLl9 Jul^T (JjuIjujI jJ LJ^jS jjJu3 

JjOX jjJlaS <J-a_C QuJ^I ^LojI j\ jJjUU . JuJ^ v^L^lajI Iq} 0^1^ LJ^jS jjJLl 9 uSljJ Ij 

■ Xa 0^2> qjobl O^jLjuJ btiil U Ij^JLs 




TV* 



www . IrPDF 



com 




www . IrPDF . com 



»Col j 3 — 

jl jjjULU vSljh c l S ^JVjLajULiJ Juljjj ^JVjoJ ^J-juUlS I . CjljuJ I jjAj3 2>ljC2J 

jjJLaS 1-SljJ jjJLS c Li jl.-XJ^ jjJLl 9 Ij CjljuuI ^/OuuJ 

.J UuS O^laJLjuuI />uuT j\ (JjULU V-S3l> CjljuOjJ 

3^ ld> J^jOjS <jjI jjJLl9 .JuJ^ CjlS^ ^jvjljuuu g^>jj o L ^jvjLq^ Jc^jOjS Vj^jo 
jLSu ^jOlo) Jo.0-9 ld> J^jOjS i-Sljj Ij >iJL3 .V>S :>b*j| J\Ll>I oLjujbto 

■ Juljuj U ^iko gpr>o L 0^3 j /> li v-Sljl^ J^JLuj Juj-u 



_^JLs jl jjjuy ld> 

\j La> o^b oljuoJ Ctrl + * ^la>juJ 5 cob jLiiS U >JLs Jjox _>l .raj L J^s .) 
.jujS boil 

.jujS vb^l L> Page Setup cu^ File vs^juo jl .Y 

.jl^S /xJiajj Ij Print Area .Y 

<_Sld> Gib Jq-Q -9 Ld> Gib Co__b >*JL 9 jl jjjjy .JuuuU i_ 5 \jo ijp^c^o OjujuJ «_ss< L^ r c U->lj 

.Jljuu JuLd)l^> 



1 _s\_*JJ_) La - mu cSL&Loj c ti -JUJ3 c b =>3> ^jJLkS Jo^juj 

lj Custom Views o^Sj! IjgjI ol t_slo> Jo^huj _>:> jjJu 3 <-sLd> uiu>aj o>x>i <-sI^j 
C ustomize is\ .pb .p View cujulo p o^I oJ .jujS <*sLb| J_>j| cu 

. JuJlS Ijlo JujI^j 1 _jvjo 

^_5v_juUjLfl_Ajj cSloJ cSu 

mJuuS jjJuS Jul o^jS ^juujSu ciS j\ o^LqjljujI L I j 03! 3 olSuL . \ 

• ±ju£ ±j\$ ^3-juJ OjuC>i> Lxxj V-SljJ ^JVJO ClS Ij 1 _jvjoU ( cUo^JjjO U^SjI .Y 

- V- n ^^ _)LjuJl9 Ij 'jjijijl . Y 
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■ JuJlS 3 lj L-SV!^ C t-S > b ^JV-juJjLq-juJ V-SLoJ jl J-fcS 

^Sl&lou jjjLjciej _,!> < i^ib> ‘ ^ J-<^9 -dsP v_SvjO l_, cUo^jjjO ol^ejuJojp 

<_sU Ioj-kjJ JlaJ I 3 J ^JVJO ^-SI^Loj j\ O^LfijLjujI L .JuuuuU 

.JuJ^ 0juC>i lj <^L> ^ J03JJJO v-Slo> ijuJszLoJb 3 jjJLs OJuj^io 




Microsoft Excel - Chapter 18 



File Edit View Insert Format Tools Data 



^ Window Help 



D^Hi i &7 & ffl, < 



MrExcel 



-USA 



£ f* zl A I |ft & 100 % 



■I 





A 


B 


c 


Amazon 






F 


G 


H 










Asia 














Running 


Invoice 
















1 


Numbei ▼ NumbE t |Date ▼ 


[Customer Nam ▼ 


[Market 


▼ Quantil t 


Income ▼ 




2 


1 


101 


05/10/1996 1 


1 MrExcel 1 


1 USA 




15 


2,136.75 




11 


10 


111 


03/10/1997 


MrExcel 


USA 


67 


15,452.00 




24 


23 


124 


10/04/1993 


MrExcel 


USA 


222 


34,409.10 




30 


29 


130 


10/10/1993 


MrExcel 


USA 


295 


43,764.14 




40 


39 


140 


08/10/1999 


MrExcel 


USA 


416 


59,355.75 




41 


















42 


















43 


















44 



















t_sLoJ 

^sJo ^>0 ^LxxJ >ob kS$j .juuS v^I U Custom View °ujJ> View ^juo j\ 



.j ujS SJS Delete ls 5j 3 ju jS SJS ^3^ 

j Lq-juJ jJuLS 

i-SljJ I J I OJuJ^LU i_Sl& JojuuJ JcD^ LowCu Cb \j ulSuol <Jjl ,^3 -juJj Iq_juJ jl^2>3> jjJLl9 

■ JuucS yxJojU jtS^3> jjJLl9 

jjJLl 9 j I 0 ^ LfiJLjuJ I U v-S jjLjuuuo 33 Ljj L^J I ! J LiuO 

jb Customer Name jJLs ^ 1^ >JL9 oljuoJ .1 

.-bj^ 

^pjjl ( k juu03- JUL ’ ) .x^S vL^ul I j Custom -T 

(\JLjl 



Custom AutoFilter 



Show rows where: 
14 




Use ? to represent any single character 
Use K to represent any series of characters 



Cancel 
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'Col j 3 J-a-u^I ,jliJ3a>l 



.P 3 v bdil \j equals Show rows where: Customer Name ooxjuu & ^ T 

. JLajlS vL^J»I Ij CiSCO l3jjLAJiJLO CjljuuIj CjuCXjuUl9 

(.juujL And c-iJ U *ljo ) .jluLoj v [>uj\ \j Or c nujS .Y 

\j equals cu^ Show rows where: Customer Name ouo^uas j:> ^ jJLs ^ .0 

. JuuLoJ 

v btxil OljujIj CjuCXjuJ 3 ^ Ij Amazon ^jjLajuuo 3 vb^ol 

.juuS ^uJS OK 

^JVjuuO jl O^LLiljujI U O.V)^ jjJLl 9 

A Lpj'I lsIjuuI v_93jj> <= *S jlaj^ jjJLl 9 la csljj Ij Ld> oljuulJ : J Luo 
Ij begins with .xxS jb Ij cLb^jjo <ujj^ « Custom AutoFilter csl o^b^o 

3 0 ^ L%jjl 




. XtuS V^SulIS OK CS3J JL> A^ XjuS C-jujb CjljuuIj CjuOouU 



jJLs jl OiLaijuul U jjJbs 

J 3 JLUJ jIAjQjO jJjuLvjuI jJ Lo I t JuS i_5V J 0J C— aJjJO Lpjl C^JuulI^LajJ (JjuIjujI jJ Ij l^jiO > J-juoS 

jj Ij la £ujb J-juo^I < ^>j-«^ />1 >jI v-SjLuj <*_jJjjo £jjb ijjjLujI jj ^_svjL93 -JuS ^jvjo v-jJjjo 

£Ujb b jJoLuuO jl-XibO < JLo V-SljJ . JuS <ta 5 \J 0 C_jUjjO L^jI b jJoLuUO jI Jl£jO (JjjLajjI 

j^sl) mmmm cu Ij J 3 JLUJ lsjjulK-^j £\ TV1 f Y jl oljujI O j IjlC Y 4 4 \ jjU 0 LiuljuJ H 

t ^3 -juj ^jvjo ^-jJjjo Iq> oljuulJ L joiS3.^3J jLd>l3> September J3JLUJ j^ ojLr: 

J^JLajU 2 j_)U U _^JoLuuO lS^JlC jIJlQjO ]cJi3 3 c biS > >S OJuib \j J-f-O LuljuU j I -V-QjO J-uJlS I 

TV^T ^ 

cb 3 cisz^ljjo Ld> cb J^uoSI t CjljujI lS^Luj sjJjjo v-ffiJbs^o >*JLi9 U 

. JuJlS jjJuS »3JulJLC>Jj ^jjLujI _>J I j ln> oS V iSvjO djL>l Loouj 
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i 3 JlJuJ^LjuJ Jjkj£& U ^jjjLjujI jJ O.V)^ jjAj 3 

(JjULjljuJ 3 Filter (JjULjljuJ 3 DStS <J>3juO t jy >Jo jl Ij jlSlul . JujljuLu jl Ij ■ 1 

/>b*jlAutoFilter 
. jlajlS I j ^yjlj 03 -*-*jj .T 

^33-*^ jl 3 CjLJUjIj £ JuJkS V^l I J OlJUjIj OuOouJ ^ 3 {JQjljuJ 3^ -T 

u3jLjuj 3^ JUJI3J ^15 qjI L ) .juuS I j Insert Copied Cells c ujj^ ojuuj jU 

(.JuJ^ ^SjI_xSuL> L^jT Ij OJuuj ^I^c^JLuj 3 ^l>yl Ij 

.juj^ ^_aj b I j Year ol3-*-& El J3I-AJJ 3 Month ol3-*-& * D 1 J3-CUJ .Y 
3 lj D 2 J3JLUJ ol gjj-juj lsIjj . jju^S yjl^ul I j Month jJLs .0 

jLhs \j Ctrl + Shift + down Arrow ksI&jJS 
( Ld> J3I-JUJ l3 juuJ^LjCu ) . j Luul9 I j Ctrl + 1 juJS .? 
.jujS v^l lj Custom cujj^ £ Number ^ .V 

( Jjo 15 0L0 v3j uu^jj).juuS sJs \j mmmm < Type jJLs ^ .A 

.jujS OK 

jllIS 3 o±jS vl^ul I j E 2 J3JLUJ ol gjj^juu v 1^1)1 v3ljj.ju^ yjl^ijul lj Year jJ L s ♦ 

jLcoS 1 ^ Ctrl + Shift + down Arrow 

jLixS \j Ctrl + 1 jJS A 1 
.jujS vL^I I j Custom cujj^ £ Number ^ .IT 

( JLjuj ls j uuJLSI-jul ; . juuS ^13 I j yyyy ^juuJ^Ljuj c Type jJL3 .it 

.jl^ OK ls 3j .IT 

AutoFilter o^T kS$j 30^ v ^l U Year jJLs ^ ^3/) v-sL& J3JLUJ jl .10 

X . .< 1 < . l< 

.JLQi^ ^JVJO ^Lui03J Ij Jjj J^-JUJ 
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[ p 6 ] Fjle Edit Vjew Insert Format Tools Data 

"□ of H B\ 



- ^Wndow Help 





a % a* 


t-i T v= 


H** i» = a Ji ii 


fill 4^ kw* * 0 . 





A 


B 


C D 


E 


l*v F 


G 


H 


1 


1 


Running 
Numbei - 


Invoice 

| Numbe ^ |Date ^ Month 


^|Vear ^ 


CustomeHM^ii^ | Market 


iQuantil ^ 


|lncome ^ | 


2 


1 


101 


35/10/1996 May 


(All) 


MrEtfca 1 


^UEA. 


15 


2 136.75 


: 


2 


102 


36/10/1996 June 


(TOP 16 . ) 


Intel 


usK 


17 


2 270.94 


A 


3 


L03 


07/10/1996 July 


, ujjton ■■■, 

1996 


Motorola 


Asia 


2D 


ID , 152, 1*4 


z 


4 


104 


03/10/1996 August 


1997 


Pacific Bell 


Ai'estern Europe 


5D 


11,111.11 


E 


5 


105 


09/10/1996 <-.cprsnhP 


1999 

1 fir O 


Motorola 


Asia 


1DD 


8,717.95 


7 


6 


107 


11/10/1996 Ncverrter 


1 yyy 

TEED 


Amazon 


Asia 


15 


29,280.00 


E 


7 


108 


12/10/1996 December 


1058 


Microsoft 


Asia 


3D 


5 020.00 


o 


0 


109 


01/10/1997 January 


1997 


AIG 


Asia 


4D 


0 040.00 


ID 


9 


110 


02/10/1997 February 


1997 


Cisco 


Asia 


5D 


37,005.01 


11 


LO 


ill 


03/10/1997 March 


1997 


rvirEKcel 


USA 


G7 


15,452.00 


12 


LI 


112 


04/10/1997 April 


1 907 


Pacific Bell 


Asia 


77 


13,032. DO 


13 


L2 


113 


05/10/1997 May 


1007 


Amazon 


Africa 


89 


13,005 00 


14 


L3 


114 


06/10/1997 June 


1007 


Intel 


USA 


1D1 


23,084.00 


ID 


L4 


115 


07/10/1997 July 


1997 


Motorola 


Asia 


113 


23,110.00 


ID 


15 


116 


0B/10/1997 August 


1997 


Intel 


USA 


125 


13,495.00 


17 


16 


117 


09/10/1997 September 19917 


Microsoft 


Asia 


133 


23,505.50 


IB 


L7 


118 


10/10/1997 October 


1097 


AIG 


Africa 


15D 


25,129.90 


19 


L8 


119 


11/10/1QQ7 Ncverrbsr 


1007 


Pacific Bell 


Africa 


162 


26,753.30 


2D 


19 


120 


12/10/1997 Deco mbsr 


1007 


Microsoft 


Asia 


174 


28,376.70 



^jjjLjuuI Iq> jJo-juJ U^p i 5 

O^lftjLjujI l& 0^1^ gjcpl uluo C^laJ qjulSj 3 t_Sl jj t-Sjjjol <^SLij jl Jpulcp Lcxjuj 

.-UlS 

) 3 1 ULuJ Idj-ajJ jjjLujI jJ CjuuUuJ v5jjuo! vijj 

• JljuuU _,0> _jjJLs <-Sljli Oljuul«J *-lS JujA OSi . 1 

(_5vj^L»sI (jjjU cujjA jl -.jujA >JLs Jjlfljo Jo^_uO ^jjLujI jj \j 1 99^ JLou jJLs .T 

.jujA vL=^l L> ^99? Year jJLs 

) .jlus>:> jUo9 \j Ctrl + * isUjuK -.jujS 0^1^ CjljuUlJ I \j J^JLuU kSj .T 

( c tc > L) v-sIjj 

^svjo eg \j ^jSjj ^ 3 vL^I lj Fill Color Formatting Jjj\ J$j j\ .Y 

. JuJlS vL^jI -A/> c^lg-^ 

jJLs Lj c Liuj^ jl _ JuJkS jjJlaS JjLiio Jojuuj ^jjuLjujI jj \j \ d L aju jJLs .0 

■ juJlS vbtiil F, mv cuj^ Year 

) . jLjuulS Ij Ctrl + ^ usLq^jlJS “.juJlS vL=^l to} Dili O-juJlJ ji lj J^JLuU lAj . ? 

( v _jJj 29 c Lt>b <w>Litjul i_Sl_>j 
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\j J3I j\ jjjz cu ij&jj 3 L> Fill Color cujj^ Formatting Jjj\ j\ .V 

v Utiil 

. juJlS jjju()joL> \j jjJLkS .A 




OJuuu >JL«3 t_Sld> §joj> 

V-SLfl>j,lo juJ uljjJO oS> ^5-juJ JlajlS JloxJ jjJLl9 Joj-juU jl i) 

l JulS <^_$VJ0 jjJLl 9 jb jj5> Lq>^>Io juJ ^IaS 2J c lS JuJtS jjuSZJ OJljuJ 0^1^ (jLiUjLou 

^_ 5 y gjcx> v-Sljj.Juj gjcx_> lj lSLq^Jq-juj t L&j-Lljuj cLxxj^ SUM gjb 

•JuuS o^U^uul SUBTOTAL gjb jl Juui JUJ^ Jj I9 

.jl^S ciuJS Show All v$<u\ ^s$j .) 
u^Sbl ^S$j 3 o^jS v btol Market b Customer Name jJLi .p L, J3JLUU ^ .T 

.jl^S <SjJS AutoFilter 

( (_sv1sj9 _)Lujl9 \j Ctrl + * usL^aJ^ .T 

( \sS^jj ).juj^ <SJS AutoSum 03IJ iS$j .T 
.c*_«juI ojljuj ^[3 Id) u3jL«ju jjj _p J3J0 °o SUBTOTAL gjb 
=SUBTOTAL( 9 ,F 2 :F 42 ) : j\ o_^l o,bx J^o> 

Jul OJljuJ Oij SUM gjb b OJljuj Oili l jjuyLoJ <-Sl Oili <\S OljujI ^Jsto pjl <0 4 p 3 j 

.Ju^i j+*&j l_> /xSj pjl ‘ i_yjb^jujb%jo gjb jju)Sj L-SljJ 

SUBTOTAL gjb L-Sljj gjLp b j-bbuuo ^IjlcI J3_jc> 3 J3 jo >9 OljuulJ jl jluLp ^jvjo Lxjuj 

SUBTOTAL jbb Hslp jl OljuulJ qjI . jlu^ o^LqjljujI OljujI ojuuj 0^3^ j-?.j d3-^-^ 

Hslp L-S3J gjb L-Sl JLJI3J k-S^° Ol cp l-SIjj .CjljujI OJuuj ^_syS 

.Juu^ t <;l< 

juuub ^jvjo <jj^bdo gjb ojuutS ^ fiSj =SUBTOTAL(l,F 2 :F 42 ) J3jojS \ JLuo 

. JuuLjuUL^ Ou3j JjL 9 Cb^b C\S OljujI Luo < b^Ajjb^JO L-SljJ ^S) 

T VI 
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'Col j 3 J-a-u^I ,jliJ3a>l 



Num Function 


Function 


1 


AVERAGE 


2 


COUNT 


3 


COUNTA 


4 


MAX 


5 


MIN 


6 


PRODUCT 


7 


STDEV 


8 


STDEVP 


9 


SUM 


10 


VAR 


11 


VARP 



Qjl9 > juUUJ jjJLl9 

! JuujIj ^jvjo jjj oblSuol jjJLl 9 c Liuj^ 

Joj^juJ QjJulZ> (JjjIjujI jJ Ld 0^1^ jjXjS ® 

SjSU ju^L>JlO /xJul CjU^Jl^jO O3JU jjIjS ® 

$jB j^QSZuJd L_S L^JiLajULiJ jjJuB ® 

<u3j. JUUUJ jjJL S J;J O^La^JUjI 

.juj^ ^L*jI Id olSbb L_s\Jb ^jJL> ^Jcljuj jj^> .) 
i JuuuulI Ij jjj J^Luj ) . -Cyb (-SjIjCjI? 1 JC>^jO j lo > h) I j 3 3 1 ^y5 I j j lo h) . T 

Customer jJLs I_>j jjJL * s bj_uo.jujb c* > \j jjJLs Jo^_uo < jJUs ^oouul jjj < T j lo > u .T" 

j\ oljuuI o__)Ltc Quantity jJLs <-sIjj jjJLs Joj_uo 3 AIG Ltd jl o>_ujI ojbc Name 

>100 

3 <w>Lsuj| lfi> o:>b J3jc> \j J3JL1UJ Cj .juC ^sujsu ja\j Cj U o.ib J3 Jl> .Y 
Names in jJLs ^ .jl^ jLii9 lj Ctrl + F3 ,>04-^ 3 o:>b jbiis Ij Ctrl + * jJb 
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lsI jj I j ^job < JUx> ^s\jj .j ujS SJS OK ^Ssj 3 vub I j ^jvjo^ujI workbook 

Dcltd \buO 'JuuS ^jjuSLf Lfc QuJ>\j 

QIjJJlC jJcLjuJ j JuJtS L^jI Ij A1:I12 <u>b . JuuS l^juuSZJ jOj-kjJ cLp^b v-Sljj JjJ lj ^jvjoU .0 

\LajO JujlS Q^XjlSZJ Joj^juJ c LL> b b-S I jJ Ij L _5VJ0 b \JU JuJ Juu 1 At^ . ( Joj-juU j\/Cl juJ H~ 

. CriteriaRange 
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A 


B 


C 


D 


E 


— 


1 G 


1 


Running 

Number 


Invoice 

Number 


Date 


Customer Name 


Market 


Quantity Income 


2 








AIG 


1 


|>100 




3 
















4 
















5 
















6 


Running 

Number 


Invoice 

Number 


Date 


Customer Name 


Market 


Quantity 


Income 


7 


1 


109 


01/10/1997 


AIG 


Asia 


40 


3,040.00 


3 


2 


118 


10/10/1997 


AIG 


Africa 


150 


25,129.90 


9 


3 


123 


03/10/1998 


AIG 


Western Europe 


210 


32,350.02 


10 


4 


133 


01/10/1999 


AIG 


USA 


331 


43,441.63 


11 


5 


138 


06/10/1999 


AIG 


USA 


392 


56,237.43 


12 


6 


104 


08/10/1996 


Pacific Bell 


Western Europe 


50 


11,111.11 


13 


7 


112 


04/10/1997 


Pacific Bell 


Asia 


77 


13,032.00 


14 


8 


119 


11/10/1997 


Pacific Bell 


Africa 


162 


26,753.30 


15 


9 


128 


08/10/1998 


Pacific Bell 


USA 


271 


40,645.32 


16 


10 


137 


05/10/1999 


Pacific Bell 


USA 


380 


54,673.27 


17 


11 


107 


11/10/1996 


Amazon 


Asia 


15 


29,230.00 


18 


12 


113 


05/10/1997 


Amazon 


Africa 


89 


13,095.00 


19 


13 


122 


02/10/1998 


Amazon 


Africa 


198 


31,290.36 


20 


14 


131 


11/10/1998 


Amazon 


Africa 


307 


45,323.30 



.jujS vb^l L> Filter -> Advanced Filter <^jJ> Data ys^a j\ .? 
tsj jl<br L> Data />uuj\ 3 jLjos \j F3 juK < juj. 5 vb^l U List Range jJLs .V 

jl^ 

b, CriteriaRange jo^uj\ $ .x^ jLii9 lj F3 jJS < v L^I \j List Range jJLs .A 

.JjjA cSLdS OK <-S3 j .H 

CUS > juUUU 9 ^sJ 

vbs^l \j Filter -> Show All <ujjg Data i^juo jl L < jujS <SJS Show All o$SbI iS$j 

.jujS 
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'Colj 3 lA>J3-°I 




QS>^j 



mAJjjU j ISb Ij Joj^juJ c LC>b L_S Joj^juJ c ’ljbJLJuJ O^juO ® 

. JujlS Cjl 9^ ^jyLJuUU §^jJO b v_SIq> J^jOjS ® 

I j ]ojuuJ CLi^b /XjuuI jl O^LqJLjujI b Ju„ qj ^jvjO 
jjLpJ i ^j5j0 QjI 3^ .JuJkS ^Lfcjl CLjuJ^jL^ lSI c lSjJ 

Jj2fcX> \j jjJLS jl Ju^b> gutu jSI ^ Jl^I^> 

■ Juuuu U \j jjuub . Jujl^ 



juUUU jjJLl9 £uLj 




j\ J^)b> £ubu ^JVJO Ij ulSuol ,Jjl LcXjuJ CU J^uoSI 

GjljuuI v3JuJ2jO OlSuol I .JuuS J^uO CO Ij jjJbS 

>bu _p b lj lo> Jlu^I^> ^jvjo ci5 ^jOloj 1^3 j^*jo 

. JloS ^_5 Vji ^b> Joj^juJ 

Copy to cu jjZ t Advanced Filter ^s\ o^b** IS ^ 
coj>b Copy To jJLj .jujS v^I L> another location 

. JuJkS^ ^jJUlSZJ Ju^-juJ CjljuuI jIjS Ld> 0^1^ c^ Ij uSl 



Ld> 0^1^ gjys> uSl^jj oLSLi U a ^Icy j\ OilftjLjujI 

LxjuU . _uS v^JVjO c JlLa-S ^JVjOsJ jjJLl9 Joj-juU \j Ld> jJcLjuJ jjJu3 

jl (jjuu I j L& 3 O^LqJLjujI cCL9j^iJUJ jjJb S 0 I^jcxq^ cp SUBTOTAL §jb jl JujI^j ^^ 5^0 
jju&j SUBTOTAL gjb 3 ^ gjb pSj j+jsu b I j ^jOLjujbfcjo gjb .Jlu Jj £x>c> t O-V^ jjJbS 
uS 3 j ) Paste Function is\ oj^b** 3 ^ Database cujuj^ 3 ^ ^ 3 jo ^ 1 ^ 3 ^^.^^ 
§J0^ Joj^juJ ^jjjLajuI jJ \j Ld> 0 C> I C> ( Juj3^ j LajUlS \j Shift H“ F3 Lj Jla^lS ^LdS U3SbI 

=DSUM(Data, FielName, Criteria): ^ jLd>l 3 > jjj 0 ^ 3 ^ co ,juu£ ^jvjo 

3 JojjuJ t-Sljl^ CLC>b > /XjujI JjoLajU /)3^ jjSLLO t L-S^ lj Ld> 0^1^ CLC>b jjSLUS 

(Data) cu D ^Sjs> b o^l^ oLSbb ccoj^ .jj£ 1 SvjO lj Joj_iuO yO^_AjU jjSZjjO 

DAVERAGE , DCOUNT , DCOUNTA , DGET , DMAX , : jujLo ^ ^ jLcT 
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jj 03 UJUO I j jjj CjljujI Calais QuJu b DGET gjb. DSUM 3 DPRODUCT 

( VL00KUP jujLo ) .jjI^ 



0^>l^> dlSLT gjI^J j\ O^LfiJLjuuE '»_juIs2jO 

oLLo^C iSJuS CjlcL gjl<y j_>SuO diLftjLmjl.JLijIi j\jj \j <-Sibj c Uq 9L> Oili dl5L)b gjlcp 

,_S'jO ^jOL-ujL^o 

DSUM sjU : JLo 




G4 _^_| = =DSUM(Data,G1 .CreteriaRange) 





A 


B 


c 


D 


E 


F 


& 1 




1 


1 


Running 

Number 


Invoice 

Number 


Date 


Customer Name 


Market 


Quantity 


Income 


VAT 


Total 


2 








AIG 




>100 








3 




















4 












I 


1162,658.97 1 


1 




5 




















6 


Running 

Number 


Invoice 

Number 


Date 


Customer Name 


Market 


Quantity Income 


VAT 


Total 


7 


1 


109 


01/10/1997 


AIG 


Asia 


40 


8,040.00 


1,367.00 


9,407.00 


3 


2 


118 


10/10/1997 


AIG 


Africa 


150 


25,129.90 


4,272.00 


29,401.90 


9 


3 


123 


03/10/1998 


AIG 


Western Europe 


210 


32,850.02 


5,584.50 


38,434.52 


10 


4 


133 


01/10/1999 


AIG 


USA 


331 


48,441.63 


8,235.21 


56,676.84 


11 


5 


138 


06/10/1999 


AIG 


USA 


392 


56,237.43 


9,560.57 


65,798.00 


12 


6 


107 


11/10/1996 


Amazon 


Asia 


15 


29,280.00 


4,978.00 


34,258.00 


13 


7 


113 


05/10/1997 


Amazon 


Africa 


89 


13,095.00 


2,226.00 


15,321.00 


14 


8 


122 


02/10/1998 


Amazon 


Africa 


198 


31,290.86 


5,319.43 


36,610.29 


15 


9 


131 


11/10/1998 


Amazon 


Africa 


307 


45,323.30 


7,705.07 


53,028.38 


16 


10 


110 


02/10/1997 


Cisco 


Asia 


50 


37,065.81 


6,301.19 


43,367.00 


17 


11 


121 


01/10/1998 


Cisco 


Asia 


186 


30,000.10 


5,100.00 


35,100.10 


18 


12 


127 


07/10/1998 


Cisco 


Africa 


259 


39,086.66 


6,644.79 


45,731.45 


19 


13 


136 


04/10/1999 


Cisco 


Africa 


367 


53,119.11 


9,030.43 


62,149.54 


20 


14 


139 


07/10/1999 


Cisco 


Africa 


404 


57,796.59 


9,825.64 


67,622.23 



SjSU jsjCOZjJS 

jLlSu| lo 69 ^>jSU jj^OzuJS $j^Sj .CjljujI CJ 3 bjjuO <*-jUjjO $j^Sj b $j^Sj 

,^3-juJ ^JVJO _>o^Lb 

uUjjljuJUO SjSU juZI^lLO \ JUo 

fi\j OljuULaJ qjI Jub OljujI OJLjuJ O^b LxjuU Qj ^3 v -*- JuJ ^b 1 lj I j 3 lo a D Qj 

JLajJj! \j CjtSLjj^ JU-JuUj Lgjl lSIjj 3 VjJJJ ju^L>JuO Oj3^U Ij uUjjLjuJUO 

c lS l 3 J> JL> . OljujI OJLjuU jIj^U j\j CjljuUlJ OLjjljuJUO fi\j .JuJkS 

. ^3_juj jlj.Su jb <^Sj JoiiS ^jJLjujuo jib />b t-SjC). b /xjJ^S ^IjJ^jLjujI Ij ubjjLjuijuo />b 

■ CjljuuI OJLjuJ ^IjJ^LiLajjI OljuULiJ jl ObjjLjuJUO ^b ^iS f* > juJ jjj JSLjuJ 
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'Col j 3 J-a-u^I ,jliJ3a>l 



j^X>lLO 






0 Microsoft Ewcel - Chapter 18 



JO Fjle Edit View Insert Format Tools D 





A 


B 


C 


1 


Customer 

Name 






2 


AIG 






3 


AIG 






4 


AIG 






5 


AIG 






6 


AIG 






7 


Amazon 






8 


Amazon 






9 


Amazon 






10 


Amazon 






11 


Cisco 






12 


Cisco 






13 


Cisco 






14 


Cisco 






15 


Cisco 






16 


Mr Excel 






17 


Mr Excel 






18 


Mr Excel 






19 


Mr Excel 






20 


Mr Excel 






21 


Intel 






22 


Intel 






23 


Intel 






24 


Intel 






25 


Intel 






26 


Microsoft 






27 


Microsoft 







.JuuS 

v L^ul \j A 1 J^JLjj . \ 
\j Filter -> Advanced Filter Data ^s^uo jl .T 

. JuJkS V boil 

.jluS vtseiil U Copy to another location T 
>jlu5 I 3 lj Cl J^JLju Copy to jJLs ji . Y 
.jluS vt^l L> Unique records only <^jjS .0 

CLiiS OK <-S3 j . ^ 







■ OljujI 0 Vfo LuJUO ,Jjl3 C O3-*— uJ OU^jLjuJUO OljijUlJ 
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A 


B 


C 


D 


1 


Customer 

Name 




Customer 

Name 




2 


AIG 




AIG 




3 


AIG 




Amazon 




4 


AIG 




Cisco 




5 


AIG 




MrExcel 




6 


AIG 




Intel 




7 


Amazon 




Microsoft 




8 


Amazon 




Motorola 




9 


Amazon 




Pacific Bell 




10 


Amazon 








11 


Cisco 








12 


Cisco 








13 


Cisco 








14 


Cisco 








15 


Cisco 








16 


MrExcel 








17 


MrExcel 
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cu >»-L«3 t-sljj COUNTIF gjb jl o^Lqjljuu 



5jSU jj££*uJO >j9$j 

■ JlaJiS \j j*C£*LjJ5 j^jJuO < SI lJ^JLjuJ .1 

=IF(COUNTIF($A$2:A2 / A2)> 1,1/0) : jl^ ^l 3 Ij JjliLo J*o> < B 2 J^JLuu ^ .T 
b A O^JLjuj uUjJLjuuuo OljuulJ ) . JuyJj B40 J^JLvjj b B2 J^JLuj jl Ij .T 

(. GjljuuI cusb ^JjJjjljujS A40 J^JLuU 
.ju^ vL^I U Filter cujj^ Data jl .Y 

■ JujLoJ Ij 0 2>JlC ul jl 3 JuJkS jb lj jjlLs ^sO^LsI <j^jb 

.JuJkS ci>3J A U3 ^-juj ju^>Juo cu . f 



Q Microsoft Excel - Chapter 18 


[§T] File Edit View Insert Format Tools Data Window Help 


B2 _H = =IF(COUNTIF(SA#2:A2,A2)>1 ,1 ,0) 




a m i c 


D 


1 


Customer Name t 


Unique Records 






2 | 


AIG 


~Dl 






7 


Amazon 


o' 






11 


Cisco 


0 






16 


MrExcel 


0 






21 


Intel 


0 






26 


Microsoft 


0 






31 


Motorola 


0 






36 


Pacific Bell 


0 






A -1 











Obttjuio^j 

t JuulS ^jvjo gjb kjuuJ oS I \j c Ls>b ^3^>3 jo i-SI^JLuj ^Ijl^j COUNTIF gjb 
OJuuJ jlj^b v3jjLjuiJUO V-Su />b ^ Ij ^IJlSL) COUNTIF gjb t Jbuo 1-SljJ .^jLcX-ajJ 

CUft-uU j£\ jlSJ ,^3j ^JVjO jlSb §jb CLljujL^iX) />l>jl V-SljJ IF gj b .^^l CjljuJJu CjljujI 

jSL& c ^uJj ^3-j 3 Li^ />^Lcl ) ^JlC gjb CL^U ^3 j ^ jl (J^jlu cLljujL^ijo 

,^3J JL&lc^ 

c OljujI ^IjiSb cu>N (A2) ^_5yLJujj J^i-juu <-0 (!j>A!j>2) L <i 1 lo x> J^Cuu jl cLi^b 03-^r 

b .JjS y_^JO jju&i y_^JO i^jS iSj&jS i-SL> CU J()jO>9 <aS ,_sOLoj J^jOjS Sr^>° 

. JuJlS >JLs 0 3JlC Jo^juO ^jjLujI __>j I ) Lftj lo > 1 < 1 _$vjO i _jjJLs O^LftjLuul 



TAT 
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»col j 3 



$jSU jj££*jjO ^Sj 1_S)jjoI ^Sjj 




.jujS v bou I \j A 2 J^JLuu . ) 

. JuJiS v^I _jjJLs j\ Jju 9 I j oU^JLuuuo OljujlJ . T 

.jl^^ jLiiS lj Ctrl H-Shift + Down Arrow <_sL5>jlJS 
. jlajlS v^I L> Conditional Formatting cu,j^ Format ^^juo jl .Y 
.jlaS v^»l U Formula cu,j^ Conditional 1 jJLs .p .Y 
&>l>o ciS OiSi ) =COUNTIF($A$ 2 :A 2 ,A 2 )=l jl»aS ijl3 lj 3p3_; J3J0P .D 

( pp lj i sy-juuu 3 

.jlaS v^jI L> Pattern vJ p^uu 3 .raS ^JS Format «_S3 j 

.JliJiS <w>U«luI \j <Sj j Cj .V 
■juJkS C.J 5 ^Up OK (_S3 j .A 

ulxuo^j 

^s^jo jU ^3_«jij jl^ij uS^jLjujuo (- 5 L) />U ^ 0^3^ '-Sljj U ^ aac COUNTIF gjb 

jS\ .Oi—ujl 6 lo » O ijjuO CJj^CU 1 IF _p jjSIjJO (_jjJ 3 I ‘ i ^Joi-Juj uS J uu-ISLaxI _p . 

. JUjlS <-S J pj-Si— Aj 0 p*J.i Ij J3JLUU Jlu p i_SVJO Loouj ^3_»jj ! q£J>lO Joj_uO 



TAT 
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'Col j 3 J-a-u^I ,jliJ3a>l 



Cld> gjOJ> 

cu &joj> 03 $ul cisLol 

■ JuJ^ ciSLol jljjl 3I5J cb Ij &*>J> U9SLJ ^jvjO O^lftJLjujI ^bj gjOJ> j\ I 

._l«jl^ ^l^jul Ij Customizs ojuuj jb v-S^juo j\ 3 juj^ oljujIj jljjl jlsj <^Sb <333 
cu IjjT 3 cus^ l^ Subtotals o$SJ Data cu.^ J 3 ±jjS v L^j| \j Commands <^>juj 

■ JujlS t-fbJLS Cl 0 S 6 ^S3 j ( JlajuuU Ij C_S_Xi<J < ^S>l $UO ^JSLjuJ ) .Ju^JuUlSb £jUO j\$j V-S3J 



&J 0 J> u:j 5 cisLol 

: Jluo 

.JuuuuJ Ij L_S JlS 2 J JSLajO . JLlaS c L9Liol §-0^ t Ld>j3-^^ O ljuULjJ lSjjLajUUO jji> uSljj 

qj>^J 

gjCX> IjJj -Ajul^ <^UjJO I j J 3 Jo Jub i Subtotal ^SuulSu jl O^LqJLjujI jl J*5 

<*_jUjjO . JulS ^_ 5 VjO Lua> Ij £U>j> jJLs icp^c^jo /xijl l) 

.ijS ^jC^Jb*- 1 _s\Jl 2£> jjy i_Sld> v_S^>> £jOC> ibyl jl Ld> Oili 

1 Ld> />b o^jL <jj ) . jluS *_>L%jul o Li jJLjuuuo _yo Li jJDs i j J^JLjj CL* . 1 

. jli_C iSJS Sort Ascending u^lj <s$j .T 
vl^ol Ij Subtotals cujj^ Data lS^juo jl U < CJ£ Subtotals u^lj ^j T 

.JujLoJ 

.juC vb^Lil Ij Customer Name clj^ At each change ^^obsl o^b c^uJ ^ .T 




180 Subtotal 
TAO 
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Lxjjj cuJI ) .j ujS Ij Sum cu Use function oljuoJ ^ .0 

( ■ JlaJLjuulu gjb <jjI j\ O^liLLjuul CU 

lsIjL Jujjj Ij c ujj^ Add subtotal to ^jO^LsI <j-ub oljuulJ .F 

JLiuO <Jjl j^.2>3-juJ CLljujI^jO Lpjl ^l>J b JuuLajUU^ Ij ^jJLo C-Sloi 0^1^ 

Ij Income 3 Quantity »_sld>jJLi9 0I3J vjvjo 

.j^ OK cs 3j .V 



^Microsoft Excel - Chapter 19 



Fjle Edit Vjew Insert Format Tools Data Subtotals... Wjndow Help 





Microsoft Encel - Chapter 19 



! [HP] Rle Edit Vjew Insert Format Tools Data Subtotals... Window Help 
_ [ - 



G7 



=SUBTOTAL(?,G2:G6) 



lllllj 




A 


B 


C 


D 


E 


F 


G 


1 








Running 


Invoice 


















1 


Number 


Number 


Date 


Customer Name 


Market 


Quantity 


Income 










2 


1 


109 


01/10/1997 


AIG 


Asia 


40 


8, 040. 00 










3 


2 


118 


10/10/1997 


AIG 


Africa 


150 


25,129.90 










4 


3 


123 


03/10/1998 


AIG 


Western Europe 


210 


32,850.02 










5 


4 


133 


01/10/1999 


AIG 


USA 


331 


48,441.63 










6 


5 


138 


06/10/1999 


AIG 


USA 


392 


56,237.43 






a 


7 








AIG Total 




1,122| 


I 170,698.97 1 


1 








8 


7 


107 


11/10/1996 


Amazon 


Asia 


15 


29,280.00 * 










9 


8 


113 


05/10/1997 


Amazon 


Africa 


89 


13,095.00 










10 


9 


122 


02/10/1998 


Amazon 


Africa 


198 


31,290.86 










11 


10 


131 


11/10/1998 


Amazon 


Africa 


307 


45,323.30 








12 








Amazon Total 




609 


118,989.16 










13 


12 


110 


02/10/1997 


Cisco 


Asia 


50 


37,065.81 










14 


13 


121 


01/10/1998 


Cisco 


Asia 


186 


30,000.10 










15 


14 


127 


07/10/1998 


Cisco 


Africa 


259 


39,086.66 










16 


15 


136 


04/10/1999 


Cisco 


Africa 


367 


53,119.11 










17 


16 


139 


07/10/1999 


Cisco 


Africa 


404 


57,796.59 








- 


18 








Cisco Total 




1,266 


217,068.27 






1 


r- 


19 


18 


102 


06/10/1996 


Intel 


USA 


17 


2,270.94 








■ 


20 


19 


114 


06/10/1997 


Intel 


USA 


101 


23,084.00 
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'Col j 3 J-a-u^I ,jliJ3a>l 



C L9 Lb I xSjjLjuJUO OljuULiJ lsL^jI p j |j sum gjb ^ cu Subtotals V^LulSlJ 

Oj Lcxjuj Ouo^juj <-0 Ij ^Jo-aju v-S Ld> c Lo^ ^ &AC> xSLukSu O^! ^ . JulS ^_ 5 \jo 

.JuS cisLol ld> 

Joil 9 3 O^jS uL^Jl;! I J L^jJo-juJ CLoJb .JlQ^ uLuJU Ij CjljuUuJ §jOJ> ) 

. JlQ^ ^JVjO uLuJU Ij gjcx> 

^jvSb uL^ lo> jJcljuj . _\_o^ ^jvjo oLjuju I j L^jJq-juj g-xxo Ja. 0-9 T £ikuuJ 

. JuuLo ^_5 vj0 

jJcLjuJ /XQ> 3 l& <_ 5 \j)J> gjOC> /XQ> OJL&LuJUO Jjls L^LljuJ CUXQi T 

.juJuulj I3 \JL J^LjuO. Ld> o:>h 

= SU BT 0 TL( 9 , F 4 : F6) ! OljujI $jj$j Qj3^u F 7 J3JLUJ 3^ J3x>p 

jjJLs t 1 A Ju^aS 3^ SUBTOTAL gj b olJp* ^33^0 3^ L xSjJLjujlu oLc\Lbl jluLp Lxjuj 

'JuuS Ijlu OJljuj jjJuS cSIdL> gjOJ> 3 CO3S 



uL^Jl; I3 SUBTOTAL qIxjuj lsI& ^ JUjI-b CjljuJ 3^ Ul — cuSLi 

< subtotal gh xjj lsU cuxSi jmuLoJ isl^.-ua^ \j Ctrl + 8 lsU> jJb 

■ jLuii9 djlyi \j Ctrl + 8 iSld> coC-i 




CjljuUuJ j\ gA> V -9 jj> 

1-S3J . ( ol co Sjo>-> cisLdI j I jlsjj cuJI ) .juC vl^j^l '- jlju ' j C .p lj J3JLJU CL) 

^ 9 j 9 ( ■**£ v boul Ij Subtotals cu jjg Data ^3 juo jl U ).juC C.J 5 Subtotal 03^1 

.juj£ CJb Remove All 

■ JLuS l9JL> I j ^!X> GlC^)juJ Qj qjCj 

CJb Sort Ascending 03IJ »_S3 j 3 ajuS vb^ol o^b cu>U ^ \j J^JLuu Cj 

Jl( 5 >I<P>- O Jl> Ij v_sd_>> &J(X> J 3 b CO Jjuid . Jl»-C 
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jJLS 3^ <jjjLujl Jj §JCX> ClSLol 

■ Juj5 cisLol ( 3 v_sJ3l < OU9J3I cp jJLs 3a _>j \j v_S^>> &jOO JL1JI3J v _svjo 

: JLuo 

jJLs ( />3^ 2l1q_*ju 3 Market jJLs < ,_sJjo gjoo> J3I : juj5 <tsLol b v_s^>> gjoo> 

.juJjL ^>0 Customer Name 

b la> 8 joc> b jo 5 i 5LJ5 Remove All 03,, , Subtotals ol 0,3 bw> ,pl5 A 

.ju 5 ojo 

gjOO v_9\t> jj t_Sjl_uJ i_juJjj .-0*5 v-uJ>o jJLs b Ld> Oila .Y 

.juuub ^>0 Customer Name 3 Market o>Ljj <Or>jo obj J3I juJ 5 .o_.jjI 
cuj >5 At each change in ,_sO:>Lsl o*»b v5J5 Subtotal 03IJ 03., T 

.juj 5 bsol b Market 
.jo 5 cSuJ 5 OK '-S3J .Y 

cuuj5 At each change in ^aLsI o^b .jo 5 «-SuJ5 Subtotal O35J 03^ .D 

.jo 5 vbsjul L> Customer Name 
U <_sL>> &00 ) ■ -4^ ^b L> Replace current subtotals co>5 jbS i_lp Ouo\lc 

(. jo 5 Jaio Market jJLs tsl jj 

.jo 5 (5ui5 OK o 3j .V 
■Juj5 cSLJ 5 Y qJqujj juJ 5 <-S3j .A 

q lo > .< juJ 5 *-Ljuj b Q k* * ** oJ5 lojul . jujuuj J 5 L u b '■•esuuj jluI^j 1 _$vjo LouuO 

<_sld)juJ5 .o_ujI ojuuj clajojIsLo juujL i_s^o jJLs ^^jjLujI jj gxo ^joLoj 

3 J3I «-Sld>jJLs (jjj Luj I jj lj (_sL_>> gxo <t 5 Jui>J Lx_uj cp l__> ulSJol tjjl Y 3 Y qJqujj 

.Ju^>a />b*jl f>3^> 
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S Microsoft Excel - Chapter 19 



File Edit View Insert Format Tools Data Subtotals... Window Help 

I 



G14 



= =SUBTOTAL(9,G2:G12) 





A 


B 


C 


D 


E 


F 


G I 


1 


Running 

Number 


Invoice 

Number 


Date 


Customer Name 


Market 


Quantity 


Income 


2 


1 


118 


10/10/1997 


AIG 


Africa 


150 


25,129.90 


3 








AIG Total 




150 


25,129.90 


4 


3 


113 


05/10/1997 


Amazon 


Africa 


89 


13,095.00 


5 


4 


122 


02/10/1998 


Amazon 


Africa 


198 


31,290.86 


6 


5 


131 


11/10/1998 


Amazon 


Africa 


307 


45,323.30 


7 








Amazon Total 




594 


89,709.16 


8 


7 


127 


07/10/1998 


Cisco 


Africa 


259 


39,086.66 


9 


8 


136 


04/10/1999 


Cisco 


Africa 


367 


53,119.11 


10 


9 


139 


07/10/1999 


Cisco 


Africa 


404 


57,796.59 


11 








Cisco Total 




1,030 


150,002.36 


12 


11 


119 


11/10/1997 


Pacific Bell 


Africa 


162 


26,753.30 


13 








Pacific Bell Total 


162 


26,753.30 


14 










Africa Total 


1,9351 


1 291,594.72 1 


15 


14 


109 


01/10/1997 


AIG 


Asia 


40 


8,040.00 " 


16 








AIG Total 




40 


8,040.00 


17 


16 


107 


11/10/1996 


Amazon 


Asia 


15 


29,280.00 


18 








Amazon Total 




15 


29,280.00 


19 


18 


110 


02/10/1997 


Cisco 


Asia 


50 


37,065.81 


20 


19 


121 


01/10/1998 


Cisco 


Asia 


186 


30,000.10 


21 








Cisco Total 




236 


67,065.91 


22 


21 


108 


12/10/1996 


Microsoft 


Asia 


30 


6,020.00 



'AAll* 



~ 



r - 



d 



r - 



r - 



- 

r 



&J3J jl O^LftjL*jjl 3 1 _5 \SLdI <-Sld> cisLol 

J Oj-uJ jjjl CU cUjJI ciSLol Id) dili cb \j g-£>2> -XjjI^j v _s\jO Lxjuu 

< Subtotals lsI o^Lsjo .plS ja .juiL v b^l Replace current subtotals «ujA 

.jlh^ vb^ul b Sily 3 COUNT L AVERAGE jjjLo & l<p 



jJLs qj ^oj> cisLol 

Lo ( J uJuuU \j jjJLl 9 t ^ A v_5^ 3-bbS ^j^X) 3^ 

lSJuulI^LjuJ jjJlaS .JuuS O^LaJLjujI ^TJjU t-SljJ jjJlaS j\ CUc^L^r f* > juJ 

Lpjl ^JUuJ^LjuJ <jjjLujl jJ Ij Lq> 0^1^ ^ JL&.b Ojb>l LcxjuJ Qj 3 j]oi) \j £xjjb 

■ 1 1 ^ 1 1 1 Q 

Jjusij ^SjuSJ j\ JLJI3J ^JVJOJ LxX-juJ t JuuS S: 0 ^ ^ bxjuJ ^ ^jOloj ! ^JLLjuUUO 

. -XjlaS o^LqjljujI oLoj cS ju u J ^ L j j 

JLuJ 3 olo jJjuLjuuI Jj gjoc> ! 
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0L0 qjI -^>[9 I j MONTH §jb t 1J3I .JuuS cisLiol OljuulJ Cj^jljuj 3-^ 

O3JLJUJ . JlQ}^ ^JVjO I J ^3-juJ 0 ^ 1 ^ £Ujb 0I3JLC CU OjLcX-ajJ °<J J03JJJO 

Ij J3J0 jS ^ jo jj \j ^ujIj pj J03JJJO JLuj gjb <jjI ._loS ^3 lj YEAR gjb « >03^ 

. JlajlS Ld> j 2> ^3J>3 j 0 ^l^JLuJ Q> A CO 



jUo>l 

CO eclol j| Jji 9 Ij OljuulJ CjljuuI 0 JljuJ £juuJ jju \Ll 9 c£ i-Sj3-b oLoj 5 > 

. Jl juS yjjjjO 3 J3I yjuJjJ VljuUL> jJ Jlul^ C^Ljol gjOC> ul 




b> 



ouo\k: Ij Page break between groups cujj^ < Subtotals ^sl o^b^o ^15 .p 



■ JljuJ Jul&I^ v*jL> <-Sl c O»-Q-^ p §joc> jl 03^ p> .Jujjj 



L jOjj> gjoj> jl gjoj> 




3 ^jyS l _5J3jo^jo t-Sl& jl JL-ukp ^jvjoJ bx_juj ! cbLjLuuuo 

j£\ .JuuS O^lajLjujI ^jJjj^ &oc> kSj t-Sljj uJuI|ljuijc> 

JjoLuj c^ Lq> cux^ i JloS lj ^jvjj^ Sh 0 ^ bxjuj 

■ JljuJ Jl< 5>[3> uSy^ ^3 -juj l _3jo j-J l_sLq^jJcljuj 

.JLyS 

V Lajjl \Ls Ij Cju3j JjIs uSl^JLuu cuxj5> ! Jj> ol j 
j-b_JuJ JoiiS 3 JUljujIj UO l& j-LljuJ C^ CjlS^ 

.JuljujIj 0 Jlq^Ljujuo JjL 9 ciSjj p ^jvjjjsr ^b 3 > gjOC> 

.-LyS vGljI l-< 5 > oili c Lt>li Ij J9JL1JJ CL; .T 
Alt + jJK ( OJl&LuJjO JjIs t-SLpJ^JLuj h.o 3 iw>bi«Lul lSIjj .T 
Go To lSI iJluJj \j F 5 L) Ju A ^ jLujl 9 Ij j 

.jaC CJ 5 Special lS3j 



.jlsC v^jl U Visible cells only «ujj^ .T 
.Jj_C CJS OK »-S3j .0 
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ld> Sh 0 ^ Jai9 .Jl^Lljuuc^j 3 uSy^ U ^ 



. C\J O £jOO 



Jlo 



. JuuJ {^S^S 



,_svJjj> gwr jJq-juj <\j v_SL> j JLoxI 



gjOC> j-LljuJ CU <^SLij Jlcxcl \LS ul CjuuOJ^I 3 ^SLij JLcxcI ^j3j 0 3^ Lo 

.JuS ^JVJO t-Sjb Lq> >Su^ jJq-juJ U jJq-juJ ,JJ I gjj^uJ 3^ Ij LcXjuJ 



gjCO jJcLjuU CU <^SL}j Jloxl 

jljjl 3I3J 3^ ( ■ Juuuuu Ij &oc> usy^ Ij OJ33 Jj 19 csL^J3JLuj 

^sl&jlcuuj JL> .jl^S v^I Ij 3 Fill Color o^T ^3^ Formatting 

■ Ij c U^LuU 3 jlSLjuul I j ^sSL>LO 



&XO £lLljuJ (jdjLuul Jj ,_SvJjJ> jJcLjuJ ^ JLxC 

.JuJi5 ijl 3 lj gjo^> .1 

.juj^ v^l U Group and Outline -> Setting <^jj$ Data iS&j* jl .Y 

. jjjlS Apply Styles T 
Style cu,j^ Format i-s^juo jl .j^jUj vl-^ol Sh 0 ^ Y &b-juj 3 ^ Ij J 3 JL-AJJ kSj .Y 

.juj^ 

v bcDl Ij 

lj Cu^u < jliJjj Ij Modify jlJS ju^U RowLevel2 />b tsljb <_svSu^ J u v_sl jj .D 

. Jl»j^ Cbi5 OK <s$j 3 -Vj-fii-i dl 3 ^»Ji cu 

._La£>3 /jlstil v_sd>> &jOC> ^~qIo ><) cUx^ CLuju jjjJZj i-SljJ Ij Cb_iSb qjI . ^ 
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gjOC> ClS v 3 jJo-juJ J^JLajU t Ju-iS ^3 Ij ^jOLoj 

lj JiJLl 9 3^ jJjjLjuuI jJ §J0C> ClSLol J^LajJ .JuuLo ^_5Jl> CjljujI 

■ -XjuuuU 

.jlu 5>:> jLi»s \j Ctrl + * «3 UjuJ 5 50^ v^l L> A1 J3JL0 .1 
.jlu 5 v^I U Conditional Formatting <ujj$ < Format <3^ jl .T 
.jlu 5 v^I U Formula Is < J3I ^sao ^ .T 
=ISBLANK($D 1 ) : Juj 5 ^13 \j J^jo^s < J^jo^s jJLs .T 
. juJlS JLxxcl U (»s juuJ^Lvju 3 v 5 >.».l 5 > Format *-^3^ 

. ajJlS CJS OK <-S3j . ^ 

UJ 

! jJj Oj 3*£U J3XJJS juiuLSJ U CuJI />3^ jjSZjJS i_sl_)j \j J^>l_)jo ^1 .V 

=ISBLANK($E 1 ) 

«_SL»J^ OK <-S3j .A 
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Total cLoJS x_9 Jo / 

CLcxlS v_ 9 Jl> ( _S'jO cisLol ul cp Total cioJ^ Oi^S cisLol b 

^Ljuul 9 \j Ctrl "I - M jlcLS 3 -orS v_jUojI < io_ujI of <roJb> I qS \j > or . uj < Tots I 
lj Total ctoJS Find what jJLs .p .( jlo5 v L=ojI U Replace c^jjS < Edit 1 -S 3 JU 0 jl b ) 
.jlo 5 C.J5 Replace All cuxS:> Jl^.juJi^j ,_sJL> L, Replace with jJLs .jlo 5 v^b 



; lk> I 

jl J^l <jjul-! - JuujLj ^_ 5 vj 0 Total cloJ^ Lsljli SUBTOTAL gj b 

Total cu>Jb> jloSLj \j _jdj O^jLuj < <_9 jj> 3 |ju^ Jjo^C 

■ Juuu _05i l^ji*- SUB £jb CU JjJuj gjb 3 Jljuu Ju5>f<p>- v_9Jl> JjJ £jb (jjl jl 
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'Col j 3 J-a-u^I ,jliJ3a>l 



r- 



lo> gjoc> cLaJlbu) 3 uJu .5 b 

Jo.Q -9 Ij gjoc> 3 ^3 l^gJLuu <=b lj 

^jnjLxxj U3jj 3 uSJuu 03 jS jl O^lajLjujI b JLulcp 
c^Q lo * ju JuJuu jJj J-^-juO ulod 5 > 



<*u$ 

^L*jI v-Sljj { Jjjj\j^ ^Su 

,^3J JLQ>Ic^> J^-juUUO ld> 

LjCXjuJ ^ CjljujI 
■ Juujb Jj Cjl>Ij 

SUBTOTAL gjb 33-b <=U &oc> 

^JVJO LcXjuJ Lol . ^JVjO ,J>£uOuO LpJ_9-jLjLjU uSljj 
-JllaS jjJ L^jJcljuj v-Sljj Ij &oc> 

. JuuljuUL O3I&JUO 



^jvjLoJ U 3 jj 3 lSJuu 



^_S^3xk_C b 3 gjoc> uJu .5 < g r xx> jl l_S^JlSL*x> ^3-Lljuj 

OJuuj o^l lsU 1A ^LoJ U3 jJ 3 V-SJJu 033^ ^uulSu 

Ij ^jnj L^J3 jLjuj b jJcljuj JlJIc^u 
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1 

2 

3 

A 


« d ■ • • • d ■ 


12 3d 




A 


B 


c □ 


D 


E 


F 


G 


H 


I 




■ 

- 

jd 


1 


Income 


January 


February 


March 


Quarter 1 


April 


May 


June 


Quarter 2 




2 


Sales 


350,000 


370,000 


390,000 


1,110,000 


410,000 


430,000 


450,000 


1,290,000 


2 


3 


Interest 


5,000 


6,000 


7,000 


18,000 


8,000 


9,000 


10,000 


27,000 




4 


Other Income 


7,500 


0,500 


9,500 


25,500 


10,500 


11,500 


12,500 


34,500 




5 


Total Income 


362,500 


384,500 


406,500 


1,153,500 


428,500 


450,500 


472,500 


1,351,500 


:■ 


6 


Wages Depart. 1 


70,000 


75,000 


80,000 


225,000 


85,000 


90,000 


95,000 


270,000 




7 


Office Exp Depat. 1 


25,000 


30,000 


35,000 


90,000 


40,000 


45,000 


50,000 


135,000 




S 


Car Exp, Depart. 1 


12,000 


14,000 


16,000 


42,000 


18,000 


20,000 


22,000 


50,000 




9 


Telephone Departl 


16,000 


18,000 


20,000 


54,000 


22,000 


24,000 


26,000 


72,000 




ID 


Other Exp. Departl 


39,000 


40,000 


41,000 


120,000 


42,000 


43,000 


44,000 


129,000 




11 


Total Exp, Departl 


162,000 


177,000 


192,000 


531,000 


207,000 


222,000 


237,000 


555,000 


1 


12 


Waqes Depart .2 


41,000 


42,000 


43,000 


125,000 


44,000 


45,000 


46,000 


135,000 




13 


Office Exp Depat .2 


5,000 


7,500 


10,000 


22,500 


12,500 


15,000 


17,500 


45,000 




14 


Car Exp. Depart.2 


10,000 


12,000 


14,000 


35,000 


16,000 


18,000 


20,000 


54,000 




15 


Telephone Depart2 


13,000 


15,000 


17,000 


45,000 


19,000 


21,000 


23,000 


53,000 




16 


Other Exp. Depart2 


69,000 


76,500 


84,000 


229,500 


91,500 


99,000 


106,500 


297,000 




17 


Total Exp, Depart2 


231,000 


253,500 


276,000 


750,500 


298,500 


321,000 


343,500 


953,000 




18 


Net income 


131,500 


135,000 


130,500 


397,000 


130,000 


135,000 


129,000 


394,000 


j 


19 


Interest Exp. 


15,000 


16,000 


17,000 


48,000 


18,000 


19,000 


20,000 


57,000 




2D 


Net income After interest Exp. 


116,500 


119,000 


113,500 


349,000 


112,000 


116,000 


109,000 


337,000 


1 


21 


Income Tax 


41,940 


42,840 


40,860 


125,540 


40,320 


41,760 


39,240 


121,320 




22 


Net After Income Tax 


74,560 


76,160 


72,640 


223,350 


71,680 


74,240 


69,760 


215,580 




23 
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1 

2 

3 

Cl 




*i 


w 


+! 


9 d 


12 3 4 5 




a l 


□ E □ 


\Z 1 


M 


Q 


R 


y 


1 


Income 


Quarter 1 


Quarter2 


Quarters 


Quarter 4 


YTD 


5 


Total Income 


1153,500 


1,351,500 


1,153,500 


1,351,500 


5,010,000 


17 


Total Exp. Depart2 


760,500 


963,000 


760,500 


963,000 


3,447,000 


IS 


Net income 


397,000 


394,000 


397,000 


394,000 


1,582,000 


19 


Interest Exp. 


48,000 


57,000 


40,000 


57,000 


210,000 


20 


Net income After interest Exp. 


349,000 


337,000 


349,000 


337,000 


1,372,000 


21 


Income Tax 


125,640 


121,320 


125,640 


121,320 


493,920 


22 


Net After Income Tax 


223,360 


215,680 


223,360 


215,680 


878,080 


23 















i^SvjLoJ 0$jj 3 cSJuu 03 ^ cSLoJL^Iji 

gjl^j 3 lo> 0^1^ jl J i2j ^3 J3JL-JUJ jjj l^LoJj^Ij jj \j gjkp 3 

LS 3 Juo jl j 3 -bj cU « ^jvJLjuj^ j 3 -b cu ) J uj£ cisLol lj SUBTOTAL gjb ^[3 lj 

vL^ul Ij Group and Outline -> Auto Outline cujj^ < Data v-s^ jl ujul^uj 3 ( Data 

i^vjo ,pbul jjj iSlom&lj jj vjyloj 

GRAND TOTAL 3 SUBTOTAL ® 

L^Oloj ctouuoJo GRAND TOTAL 3 SUBTOTAL && <u \j ^jvjLoJ u $jj 0 I 3 J ^jvjo 

jl 3 lj l& £jcx> J^juoSI t ^jvjo ^L*jI Ij LoJ C> 3 jj <^j Lcxjuj ^ 

.JuS O-bLoJi-JujI L_SljJ Lpjl 

^SJL> jJcLjuJ L U 3 jLjuJ O 3 JU ® 
.JuujL CLLjJjb L> LJQjLjuj L jJo-aju JuLj Lob Cjt-juUuJ 



Iftjjjl j\$j Qj Ld> C» 35 ul ov>S cisLol 

c lS CjljujI ij^uOuO 1 JlajlS i SvjO O^Lfij—uul i SvjLoj LJQjJ 3 cSJUu 03>-^ jl 1_jUjjO LoouO j.„' I 

AUTO Outline , clear Outline , Show csla> 03 SLJ .jlu 5 <tsLbl Jjjl cu \j ol o^I 

.jlu5 cis L bl jljjl jI^j cu L, Outline Symbols 
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»col j 3 



._XjJl^ vl^l U Customize cujjS ojuuj jb v-S^juo jl 3 oljujIj jljjl j\$j ^3 j 

qj 3 Ijlu I j cJ 03JJJO 03SL1I « Data cujuj^ jl 3 v btol Ij Commands 

.jluullSlj Standard jIjjI j\$j 

X/jS uL^Jl; Ij loJ O33J /xj\Lc — cuSu 

03^ /xj\k: ciS ^>0 ojL>l Lxx-jJu cu ojI3jo^ Show Outline Symbols gjjJZ 

iJjjJblZ J^juLoJ t-SljJ 3^ Ij Lo> 0^1^ fic*£> Lxxj O33J /xj\Ic .JuJ £ I j Lxxj 

0jIj3^ .JuaS O^lajLjujI Ctrl + 8 ^sI&JuJS j\ JLukp ^jvjo ,jjI uSljj . Juu3^ ^jvjo 

■ Juul^j^ jb Ij Lxxj U3 jJ /xA Lc b JuJ^ jLuJlS Ij LfcjJK <Jjl 

Lxxj 0$jJ UX>S 

3 ^JVjLjuJ^ j3-b) CO Ij Lxxj O33J 2 lIq-juJ ^ LxXjuJ °0 Ij ulSuol <Jjl ^JVjLjuJ^ l-Slcxj U3 jJ 

■ Jl^juj b cIjLjujI^ Ld> 6^1^ gjcx> cp i_Sjlu clSLjO I O3JU JuJiS /xAxij 

Group and Data j ( .ju^ lj jjj < juolp sjp* ) A2:A4 i^l^JLuu 
30^ v^l U Rows cuj>^ .jujLoj v^I U Group oT j\ 3 0^ vL^I U Outline 

<jj| gxx> JUJI3J ^_5v jo Lxx-aJj 3 OJuuj O33S /xd> b T b T l-S L d> .J uJiS *<SuJ£ OK ^S$j 

jl jJLjuJUU obuv> <\j JuuIqJ l SVjO + Cjuo\Lc L_Sq j <^Sud5 b . JUuuuU 0 JcLjuJ ^ u Lq^jJcLjuJ 

■ Jla-juIj b ^IJLjuj i ^_5 v_juj jji-juj ^ '-xc 02>lx 

L^jJcLjuJ jl L_S^I JLS^J CjljujI ,Jjl <=0 I^C^jLjuJ b I&jJcLjuJ t-SljJ {J^ 3 j 

ks\jj .jl^^ jLjjS \j Alt + Shift + Right Arrow 30^ vb^ijijl I3 L^j3jL*jj b 

+ Shift + Alt ^LoiJuiS 3 vl-^jl U L^J3jLjuj b Lq^jJcljuj uLxx^ t Lxxj U3 jj <J)jo 

.jl^^ jLixS Ij Left Arrow 

3(11 jJq-xjJ ) 1 CLC3jCX^uO ^jl^ t ( 0 j-LljuJ ) Juolj^ ‘ Jr>.j 

.jul ojuuj jxq} b ( E 03JLJUJ j Quarter 1 ^13^0 




^9lbl 
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il 


■ ! ] ] d 


1 2 




A 


B 


c 


D 


E 


L F 


G 


H 


1 11 




1 


Income 


January 


February 


March 


Quarter 1 


April 


May 


June 


Quarter 2 






2 


Sales 


350,000 


370,000 


390,000 


1,110,000 


410,000 


430,000 


450,000 


1,290,000 ; 






3 


Interest 


5,0051 


6,000 


7,000 


18,000 


0,000 


9,000 


10,000 


27,000 






4 


Other Income 


7,500 


B,500 


9,500 


25,500 


10,500 


11,500 


12,500 


34,500 




- 


5 


Total Income 


362,500 


304,500 


406,500 


1,153,500 


420,500 


450,500 


472,500 


1,351,500 : 






6 


Wages Depart. 1 


70,000 


75,000 


00,000 


225,000 


05,000 


90,000 


95,000 


270,000 






7 


Office Exp Depat. 1 


25,000 


30,000 


35,000 


90,000 


40,000 


45,000 


50,000 


135,000 






0 


Car Exp. Depart. 1 


12,000 


14,000 


16,000 


42,000 


10,000 


20,000 


22,000 


60,000 






9 


Telephone Departl 


16,000 


10,000 


20,000 


54,000 


22,000 


24,000 


26,000 


72,000 






10 


Other Exp. Departl 


39,000 


40,000 


41,000 


120,000 


42,000 


43,000 


44,000 


129,000 




- 


11 


Total Exp. Departl 


162,000 


177,000 


192,000 


531,000 


207,000 


222,000 


237,000 


666,000 : 






12 


Waqes Depart .2 


41,000 


42,000 


43,000 


126,000 


44,000 


45,000 


46,000 


135,000 






13 


Office Exp Depat .2 


5,000 


7,500 


10,000 


22,500 


12,500 


15,000 


17,500 


45,000 






14 


Car Exp. Depart .2 


10,000 


12,000 


14,000 


36,000 


16,000 


10,000 


20,000 


54,000 






15 


Telephone Depart2 


13,000 


15,000 


17,000 


45,000 


19,000 


21,000 


23,000 


63,000 






16 


Other Exp. Depart2 


69,000 


76,500 


04,000 


229,500 


91,500 


99,000 


106,500 


297,000 


.d 


17 


Total Exp. Depart2 


231,000 


253,500 


276,000 


760,500 


290,500 


321,000 


343,500 


963,000 : 




IS 


Net income 


131,500 


135,000 


130,500 


397,000 


130,000 


135,000 


129,000 


394,000 . 




19 


Interest Exp. 


15,000 


16,000 


17,000 


48,000 


10,000 


19,000 


20,000 


57,000 




20 


Net income After interest Exp. 


116,500 


1 19,000 


113,500 


349,000 


1 12,000 


116,000 


109,000 


337,000 1 




21 


Income Tax 


41,940 


42,040 


40,060 


125,640 


40,320 


41,760 


39,240 


121,320 




22 


Net After Income Tax 


74,560 


76, 160 


72,640 


223,360 


71,600 


74,240 


69,760 


215,680 




23 
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.jujS U Group and Outline -> Clear Outline < Data iS&j* jl 

,_5VjloJ U 3 V-JL SjJ 

.JuuS y. juSjj Lj j3^> /*•&> b \j LoJ u $jj 3 L& JluI^j ^jvjo Lo-aJj 

. JuucS lj LoJ U3jj ^3-Lljuj ^jJLjuj J3J0 <=b <jjul<ljuj 3 cisLol lj t-SLxxJ U3jj 

. J3J JL&kp* Ld> 63^ jjj v-Sljj oLujj> 3 Ld> &oc> Cjj^u Q^uJj 

C OJljuU iLssjl 9 j Jlxxcl U ,_S\^ 

^jvjLoJ U 3 jj 3 lSJuu 

.Jl^S 

v Utiil lj Cju3j JjL 9 lSI^Luj t ^jyloJ U3 jj 3 t-SJuu 03^ i^Lp-juJjIjS jl J-jl 9 

.JuuS \juusij o[cp*Jj cu lj LoJ O 3 jj ^3-Lljuj 
.jJ3_juj vL^jjI cjjjj JjL* ^sL^J3JLuj b jLuoS Ij Alt + ) juJ^ .Y 
jl Fill Color 0 $S)\ SuJS b biJLjLjLJuiJi^ iSjS )5 3 OJjS lj L& ojIj .T 

.jujS JLxd L^3 JLuj <jjI cu Formatting 
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'Col j 3 J-a-u^I ,jliJ 3 a>l 



Li> 

0Jl£_C j\ i-SjJjlS 3 CjljuULU V-Sl 0-bLuJ vjJjL^JO J3JL> QjJuJ> jl K-xjSjJ 

j\ Igjl jl ^ JuS ^JUO ^L^jljuJLU I J l& iSuuSj J^juoSI .Jul ^JUOJjJ ul /> bdl 

.Jlu 5 ^jvjoJ O^La^juul J3 x*jS j\ 3 ^juo O^La^juul J3 x*j 3 

. CjljujI OJLjuJ 6^3! 0 ^ 1 ^ Cf^jS ^-xjSjJ j\ JUuO Jul^T jjj 

■ JUujIj ^_5\jO Iq> { JjJ^j 3 JLljuJ 3 ^ CUlo^Lo ^Su oUc^JL^JO *<-ju£jJ ® 

.clC3joc*jo i 31 ^jlxx-juul 9 t-Sljj 3 s-a^> Js-Jc> oUc^ajo ^juSjJ ® 

^3_juJ 3 ^jJLo kS\^juJj\j$ ^jjjLjuuI ^ i-SljJ ^JOuJuLojl J^Lsii J3JC> K-ju£jJ ® 

.JuujL uUj 3 

OJuuJ /X-yjuULaJ ^3 -juJ ll <jdUli*J <jjjLujl jJ ^ C L>^3J l_Sl& 0 ^ 1 ^ U J3-L> ® 

.Jul 

Ls> J 30 ^juSjj 

.JuujU ^jvjo J3J>3x> ld> J 3 Jc> <-Sljj \J^ 3 j J^> 



ld> c Lo^> Oqjljuj 3 j]cuuj q-kjLlC I b 

JuujU uLajoSu 

0I3JLC i ^sJSU JuljujL CUjJub OLjuUlSu jLaJ>LjuJ Lpjl Q> At^ 3 JUjI-^ V-SjJjlS j^jjJUL^ LcXjuJ 
O^LoJiLjujI L JUJI3J ^JVJO LxXjuJ " JuujLj uLuoSu Qj cSl j\ A U3jLjuJ 3 1 jJo-juJ 

■ JujLuuu i_svI5 §J0C> ciSjj Cj i_Sl d^Luu iSld> JjjjOjS jl 
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lsU JjoLi January , February , March cgj j < ^ : JUo 

. V 1 i a 1 1 nS uLuoSu A2:A8 ^.sLpJ^JLjuj /xjul « .juujU ^jvjo 3 s-q-> 

.CjljujI jju&j O3JU 3 0^3j uLuaSu B 1 1 H 1 ol JuuojlS CjljuULaJ 

B2 J3JL-JUJ ^503^^3 clljljuj ^303^^3 j\ .juj£ cisLol Total />b cu jujc> <^j 

. JuJlS ^3 juU lj C_SLq} ^SjJ b JuJtS O^LfijLjujI CjljujI OJuuij 0 ^ 1 ^ OLjuJU 



Microsoft Excel - Chapter 21 



11T ) File Edit View Insert Format Tools Data Window Help 



B2 



=SUM(January:March!B2) 





A 


B I 


1 e 


D 


E 


F 


G 


1 




Eric 


Nancy 


John 


Lee 


Ana 


Stephen 


2 


Gross Salary 


9,839 


9,366 


9,453 


7,870 


18,056 


18,004 


3 


Income Tax 


1,597 


1,452 


1,393 


1,210 


2,881 


2,701 


4 


Social Security 


496 


467 


473 


379 


891 


900 


5 


401K 


301 


241 


203 


187 


541 


334 


6 


Other Deductions 


654 


830 


771 


815 


3,137 


442 


7 


Total Deductions 


3,048 


2,990 


2,839 


2,590 


7,450 


4,376 


8 


Net Paycheck 


6,791 


6,376 


6,614 


5,280 


10,606 


13,628 


9 

















=SUM(January:March!B2) : j\ OjLlc B 2 J3JL-AJJ 'JqjzjS 



ju £ gjo^Pr uiLm lSIA ^5 jj I j J^JLjuu vij ^ v5l^ ^s5oa5j 

.juukS vL^jl Total I j B2 J3JL-JUJ 

b j Lajul9 Ij Ctrl + A 3 = SUM JuJiS ^-_ju b J3JL-JUJ .T 

.^3_juj 0^1^ uLuju gjb 

January .jl^ v^Ufcjul I j ^juJ^ />b j^slLo ^juJgl JlLl 9 ^ .r 

March .\>jS vb^ul L> s c ^ib <& t. Shift jJS .T 

. jujb cSLJb OK *-S3j -0 
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'Col j 3 J-a-u^I ,jliJ3a>l 



0^3J uLajUlSu uSl^J3jLjuJ ^1 UJuLljuiO 3 b 



JUljuuU IjL ^jVJ3LftjuO <-SLd>ij3Sj b^jJcUuJ Lol 



0 ^ 1 ^ ^_5^-^LjuJ JujI^J ^JVjO LxXjuJ < CjljuuI OJuuJ O^b ^ > -JuU 3J3 3^ i^Jv^bjkSb 3 1 O^LqJLjujI L 



gjcx> 3 0^3 joJ >Jj »3 b <*_jU3jo Ij Lgjl 3 JuJ^ J3 _Jl> ^Sj \j Ld> J3 _Jl> i-Slo^ 



• JuuS ^b*jl ^_svjjc> 

JLuO cSljJ t JU-AjjU CUjJjb OLjuUlSu l 3 lgJ 3 JLjuJ L O3J3IS QjJuC> OljujI Q^SuOuO LcXjuO 

0I3JLC ijJuO Lol < V 1 i a 1 1 nS A LJ^jljuJ ^0 LjuUUO ^jJuO V-S^b Ld> ’ >3-/ j \S ^jjl . IfUQ^Lo 

■ CjljujI O3lftJu0 Pj <-Sl 3I >b-juu 

^jOLuoSu i-Slo* U3 jLjuj iSljb j^.ulojLuu ^-SljJ LgJuOuJ b ci>^3J cLjuj^jb ! ULuO 

A O^-AjuU Lfc ^Ouul lS L^J-Ool 9 3 1 i^J$[slLO OljuULiJ ^.Su kS\j\± O L1O3 LajJ 3^ Lol t JUljujU 

.Juuub ^_5 \j0 
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A 


B 


C 


D 


E 


F 


G 


1 


BmUjet Department 1 


January 2002 


February 2002 


March 2002 


April 2002 


May 2002 


June 2002 


2 


Wages 


100 


110 


120 


130 


140 


150 


3 


Car Exp. 


15 


16 


13 


13 


13 


13 




4 


Advertising 


10 


12 


6 


6 


6 


6 




5 


Printing 


4 


4 


4 


4 


4 


4 




6 


Office Exp 


6 


6 


6 


6 


6 


6 




7 


Rent 


10 


10 


5 


3 


1 


1 




3 


Office Supplies 


4 


4 


4 


4 


4 


4 




9 


Taxes 


5 


5 


5 


5 


5 


5 




10 


Other 


1 


1 


1 


1 


1 


1 




11 


















12 


Total 


155 


168 


164 


172 


130 


190 




13 

















J 3 O _>d> <=U ulojLuu />b U3 ^jju <^Sb 09 Lol 



■ Juuijb CUjJjb I3 OLojLvjJ fi\j J3JLUJ 3j5> 3^ <-1^ JlaJiS ClSLiol J3-^^ ^ I3 03 -*-juJ V-Su 
ol (J3I J3J-JUJ 3^ I3 OLojLjuJ ^Os-ajjI 3 { U cSJl£j ) JuukS Cl9Lbl O3-A-JUJ 's-Su . 1 

■ JuJlS ^juU 

. JuJlS Ld> yoOul OljuULl. ) J^JLuu Ij Ij uLojLuu /xjuuI .Y 
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E2 Microsoft Encel - Chapter 21 



S] File Edit View Insert Format Tools Data Window Help 




A 


B 


C 


D 


r t 1 


r f 


G 


1 


Budget Department 1 


Department 


January 2002 


February 2002 


March 2002 


April 2002 


May 2002 


2 


Wages 


Department 1 


100 


110 


120 


130 


140 


3 


Car Exp. 


Department 1 


15 


16 


13 


13 


13 




4 


Advertising 


Department 1 


10 


12 


6 


6 


6 




5 


Printing 


Department 1 


4 


4 


4 


4 


4 




6 


Office Exp 


Department 1 


6 


6 


6 


6 


6 




7 


Rent 


Department 1 


10 


10 


5 


3 


1 




3 


Office Supplies 


Department 1 


4 


4 


4 


4 


4 




9 


Taxes 


Department 1 


5 


5 


5 


5 


5 




10 


Other 


Department 1 


1 


1 


1 


1 


1 




11 


















12 


Total 




155 


168 


164 


172 


180 





13 



ld> uSjj 

Ju) ■ JuJlS 3 v^L^iijul lj Ld> 0 ^ 1 ^ J 3 Jl> .JuJlS L^jI L> Department 1 c^j 

lj jjijjl ) v 3 jIjlSuL> A1 J 3 JL-AJJ \j L& J 3 _l> i ( La gxx> 

3 vL^ul La J5 gjoc> L ^ 3 -V U Department 2 J 3 Jc> jl .( j^a^ jLjjlS 

3 Ijlu Ij A 03 -Ajuu ^ 3 ^ 3 ^ J 3 -Ljuj 3 vl^jl U 
3 Department 3 J 3 jc> <^sIjj Ij Jjo^c <jjI .( juJjj lj jjuul) .juuS < 3 jI_xSuL> L^jT 

.JuuS ^Sjl_xSub> JuJc> J3Jc> jjj ciSjj \jj\ 

(juuuuU Ij Jjj J^-JUJ ) .CjljujI^ /yx£>\y> La J 3 -Jc> <^$U — C l^ Ju J 

V-Sj 3 >j 0 J3JC> JuJjL jLj 3 jjJLaS « -Xju^ C_jUjjO Jbukp v__5VJ0 LxXjuU t ClJb^jjO 0-4 .P 

.JujIoJ ^b*jl 



^JniEiH«rt Lxcd - LhapCeriM 



Eft p-rtiwr Fofflul Tnrifc DaM yftviiw HHn 



A 


0 


C 


D 


1 — I 


1 r 


G 


1 E?uiIiji l I 


Ertp.ialin.iiLl 


J.iiiii >ii y 71 ID!- 1 


3 - 1 ! bur . ii y 711117 


hi .ii tli 71ID7 


Apiil 71107 


M.iy 7WI? 


V ‘Wigiis: 


IJi!p:ulfTim| 1 


nil 


HU 


i'JII 


13Q_ 


1-411 


3 Ciii F Kf i 


Diip;iplrrii!ii| 1 


15 


IFi 


13 


13 


13 


■l AdfirliE-inq 


Depart nienl 1 


ID 


12 


0 


D 


0 


G Pnntmg 


Department 1 


4 


4 


4 


4 


4 


G Qffae Exp 


Departmenl 1 


[' 


0 


0 


0 


D 


7 Renl 


Department 1 


10 


10 


E 


3 


1 


3 Office Supplies 


Department H 


4 


4 


4j 


4 


4 


G Taxes 


Department V 


5 


5 


5 


5 


5 


lO'uihur 


Dupurltriml 11 


jl 


1 


1 


1 


ll 


11 Wjiiji::; 


Drpiifliriml 'J 


72 


7H 


J4 


:*i 


7-i 


12 C;* 1 hsifi 


1 jiipiiiliniiril 2 


Ei 


h 


Ei 


Ei 


Ei 


in Rr nr 


Dnp.irtninnl ? 


in 


iil 


1? 


13 


14 


M Pnnting 


Department 2 


7G 


70 


77 


70 


79 


1 G Office Exp 


Depart menl 2 


3 


2 


2 


2 


2 


1G Cff*te Supplies 


Department 2 


1 


1 


1 


1 


1 


17 Wages 


Department 3 


HO 


HI 


H2 


H3 


254 


I B Car Exp. 


Depart menl 3 


52 


54 


5£ 


56 


SO 


VJ A.iJ-rtrlisiny 


De part-mu Fit 3 


15 


lb 


1/ 


IB 


10 


.11 Pi .■limy 


liiipmlrriml 3 


mi 


1111 


irr 2 


11 H 


1114 


VI i?! l ::i‘Pi|i 


1 jrpiiir 1 irirnl 3 


Ei 


Ei 


Ei 


Ei 


Ei 


jf.Riuil 


Dnpiiirlmiml 3 


4 


4 


4 


4 


4 


23 rjfikfl finppim-:. 


DnputiriHnl "I 


3 


3 


3 


3 


n 


24 Cnher 
2G 


Departmenl 3 


1 


1 


1 


1 


1 ' 
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'Col j 3 



.jujS v^l L> Consolidate Data ^ ^ j\ 



SjJ L^ uulSu I J Ift 6.1 Lb lS )j 

J3_Jc> j 3 u^jLjuj qjjJ v^> 3 Ld>jJo_Juj ccou 5 > 0I3JLC .JuujL uLuoSL JuL l& J3Jc> jL^Luj ® 
^l_XS2J 3 I&j-LljuJ ^l_XS2J t-SjjljJ Jj . JuujL CLLjujI^ ^jOLuoSu 0LC3J03JO JuL Loi 

.JuujL uLuoSL Lpjl j 3 ^3^>3x> t_Sl& <jJuo ^juUjJ JuL cUjJI 3 jIju ^3^>3 lpJ3ji-juu 

■ JlLjuj L 0I3J1X cSljj U3 JLjuj 3 0I3JLC j^uuj ^Sj i_Sljl 3 JuL ld> J3 Jl> ® 

■ JuljujL ^-S 3 JlC L_sld> 03I3 v-Sljl^ JuL Ja£9 03I3 J3Jl> c bJ > L j3 I0J3JLUJ ® 
^blalo Oj3^> CO \j Icb 03I3 O^Lkjj yjjJj c> Cjucxjuj 3 0I3JLC j-LljuJ CO cl>^j L J^uoSI 

._uf> ^JVJO 

: JLuo 

QJjj CjuOouJ 3 < J^ 5 >^ ^_SVJ0 ^jLiduLou Ij uIjuuOjlS ^_ 5 ^oLajjI \JL 0I3JLC jJo-ajU ijjj J^-juJ j 3 
K-juJjJ 3 uIjJuOjL^ ^JUoLujI ^ljl2J .JuujL ^_5V JO kJlLjJzlO IgJ j^juoS 3 Juolj 3 JuuJj l-Sljl^ U3 jLjuJ 

c O3-A-JUJ ^jJjj 's_jC> CjuOouJ j J LpJj-JuUlS 3 J^olj 3 JljuUj ,. JlS2J 3 £ Ol 3 -*-^ jJo-JuU .p Igjl ^JUoLjujI 



■ JuuljuULU jjljJ ^ JLl ^ IjO ^-Sl& C^jj 

( JlajuuU \j jJj J^LjuJ ) . JuujL B2 J 3 J-JUJ jl C^jO ki3> Li> 03 1 3 ^O^L 



E9 Microsoft Excel - Chapter 21 


j® 9e Edit View Insert Format Tools Data Window Help 




A 


B 


C 


D 


E 


F 


G 


\ 


1 




Ana 


Nancy 


John 


Eric 


Lee 


Total 




2 


Gross Salary 


3,758 3,125 3,526 2,758 1,552 


14,719 


3 


Income Tax 


564 469 529 414 233 

188 156 176 138 78 

100 50 25 35 25 

113 94 106 83 47 


2,208 


4 


Social Security 


736 




5 


Other Deductions 


235 




6 


40 IK 


442 




7 


Total Deductions 


964 


769 


836 


669 


382 


3,620 


8 


Net 


2,794 


2,356 


2,690 


2,089 


1,170 


11,099 


9 














10 
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( ajuuuli \j JIaj ) January .p Gross Salary b Eric />b cu ^juuojlS /xjuuI gbUj 
February p .o-uul TOT* J^JLuu ,jjI jIjuLo oLiu 1^ vls^t B2 J^JLuu p 

v _su> TVOA ul jlAiLo cajuuI E2 J^JLuu Gross Salary b Eric /xjuuI &bUio J^Luu < 
L> JS 3 o^b {j£LsS>LjuJU Lfc J 3 JC* p lj sLUao u±x> Consolidate cIaI .jujub 

.Jul ^_ 5 ^jO c IjljuJ \j>LO 



^juSjj ld> 

t-Sldi cu Juc^u C 13 JU Lq> ® 

.^sJL^I t-Sldi 0^1^ CU Juc^u U Iq> 0^1^ ® 

l&Juj^U O3JU 

l£> o:>L j£Ji> ^jsjdLujI \ Jujsii — ^ ^1p>o 

) .^5-juj ^jvjo JjJ ld> uIcjJlC JjoLuj U ^ cu^li Ja.Q-9 « lo> 

( J 5 &oc> 3 vb^ul O 3 JU 

Ctrl + Shift + v-sl^jui^ 3 vb*^jl I j G 5 J3JLUJ 1 juuS v b»Ail lj January °S>y. .\ 
i_jlj%jul A 1 J^ L ui b i ^JLsss J3JL uj j\ \j <_sl ( -c*o b 0 l£^>_uj cu b ) . jbcus \j Home 

■( a*-! 

(j>3_»i ^>0 p>lb Define Name «_sl opLajo plS) jluSo jLiiS \j Ctrl + F 3 csUaJI .T 
.jla 5 cl J 5 OK cS3j 30^ ^ 1 ^ AJanuary />oujl < cla^IS p Name aJLs p T 
jl_)l l_; T b ^ J^-Ijjo 3 jujLoj vbsAjl lj F6 J3JLJU 3 jujl vbsAjl lj February .T 

.juj! ^3 lj BFebruary /x_»J < T cdb^p p .juj! 
.JujI jI >1 l_> T b ^ J^-lp 3 JujLoj cjL^AjI Ij E6 J3JL1UJ 3 Jujl cj boul \j March c ^ .0 

.ajuS ^13 \j CMarch /xjuuI < T cdb-^jo 
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Microsoft Excel - Chapter 21 
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A 


B 


C 


D 


E 


F 


G 


1 




Ana 


Nancy 


John 


Eric 


Lee 


Total 


2 


Gross Salary 


3,758 


3,125 


3,526 


2,758 


1,552 


14,719 


3 


Income Tax 


564 


469 


529 


414 


233 


2,208 


4 


Social Security 


188 


156 


176 


138 


78 


736 


5 


Other Deductions 


100 


50 


25 


35 


25 


235 


6 


40 IK 


113 


94 


106 


83 


47 


442 


7 


Total Deductions 


964 


769 


836 


669 


382 


3,620 


8 


Net 


2,794 


2,356 


2,690 


2,089 


1,170 


11,099 



obttj 

.^3_juj jjuLjujI ObjS ^juSjj ^3_juj CxcU J3_)c> jb ^jvjoLjujI ® 

.^>3_juJ gjOC> ll Lq^jJq-juJ JjoLuJ JuLj ld> J3JC> jb ^JVjoLujI g^jJO ® 

jIxjuUU ^jJLIqjO <Jjl .JLxd>^ ^JnjLlqJI Qj \j ^JVjoLujI l ^JVjoLujI jb ® 

^Sj^lo jb u bjS ^juSjJ i-Sljj cuISjuC> i_Sl& c Ls>b jl olS jib b$j fijjj o 

.CjljujI OJuuij <Jjl V-SlpJul ^3 j2>5j 0 <Jjl ^ JuJi^ O^IqJLjujI 

's_jLxjjj ^ij ^_5 vjoLjujI ,^5-juj jU Paste Name v-sl 0^3 L^-o Li 1 ^ ^ jLjuulS Ij F 3 juJLS 

■ Jul OJuuij ^JnjLlqJI 



Paste Name 



Paste name 



iAtanuary..... 

Eifebruary 

Cmarch 






d 
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■ JujLoJ J-OjuuO 




pj p ip»3jo J^-lp Oi_«juI cUjuoj b jb p c l_»jJ3^_;l^ v-SL) _)l Ld> Oili j 3 loi n <p 



. jpS J j$j \j Reference jjjjxj 
.jujS <SJS Next uS3j 

. JpS SJS Next ^ Y j\ T ,>lp> ^lp <W JuuaS I p . W 
Jz>\ .JuuS c l>3j °t^>j p iSj9^*lo J3jc> <p .jlp 5 v_SL*JLS^ Finish c> 3 _; < ciL>p> ppJ p . 1 ) 



3 bbjS \j L^jljjl jljp j\ v_ 5 v 5 L) i CIjljuuI OJuulP Oili OLuuu i_Sj<pw> J3 Jl> jljjl JI3J 

. jlulS <w>Litijul b PivotTable 3 -p-*^ cSLJ^ ouujb 
JLsz 9 < pt>b p b L^J^JLaju j\ v_sv 5 Li - jpS uS juyJ^_Pj (_Sj<ptjo J 3 Jl> p b ^ oili . 1 Y 
.-uiS ^ PivotTable Field LS3., PivotTable jljjl jl 3 



TU 
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gjoc> iSl jj SUM gjb ciS ju5_juj o^xJoo < PivotTable Field isl ^15 .p . 1 T 
Ij j^ou ^jjuJ^Ljuj 3 o.y>S Number .oljujI ojuJj vl^jul 

'JuuS Jbxcl 

. JuuS jLp OK CS33 . \ T 



E Microsoft EkccI - Chapter 21 



[ Hi File Edit Vjew Insert Format Tools Data Window Help 



PivotTable » ^ [1Q| [£] D : t 


^ s 




A 


B 


C 


□ 


E 


F 


1 


Month 


(All) 










2 














3 


Sum of Value 


Employee Name *\ 


1 


4 


Gross Salary & Deductions 


Ana 


Eric 


John 


Lee 


Nancy 


5 


401 K 


220 


249 


319 


106 


283 


6 


Gross Salary 


7,612 


8,297 


9,995 


3,539 


9,506 


7 


Income Tax 


1,142 


1,220 


1,620 


531 


1,455 


S 


Other Deductions 


100 


35 


25 


25 


50 


9 


Social Security 


381 


415 


504 


177 


461 


10 


Grand Total 


9,463 


10,215 


12,462 


4,378 


11,756 


11 















uSUjJL9 fi\j JuJ l^jLyO jjjjO <_Sl_;L Cjj <_S_>TjuJlS b> <_Sl(2> CljCxSi <-S3 j CJS (Jj3i b 

( A 1 3 B 3 3 A 4 iSl^JLu) \ cl>_ 6 ..^> 3 U 3 jL«ju i jJq-»jj — .Jlu 5>:> _>**&> lj <-S_; 3 ^o 
Gross Salary & Deduction juj .5 <^ub < ^>h «_sbr cu .io 
Employee Name vjb < 03^ i_sb> co G ? 
Month ^ub < \ i_sl> qj . W 



JbuL^ <5 j Qs z-D d^JD^ \j Lfi 3 LA j h »«> 

j| 1 _jnjUgJI Oj 3^> CO ld)j_Aju \j&j$ O^H- 



: ) JUo 

A6 J3JLJU ^>jo co Ij ^^©31© . Gross Salary > JuuS vL^I L> A6 J3JLUU 

Ij ^©3^0 j JS t JljuJ JjJuj jL^>t b Ouo\Lc Cb CO J^LjuO <*S ( _S'«*S3 - V; ^ ^ 

■ Jui—ujSj 0 lo >1) jl J-<3 co ljj| 3 ^ ^ jLil9 

:T JUo 

JUloI «3ljj .0i_ujl cuSjS Jj 9 Gross Salary & Deduction ^ Gross Salary />ojI 
o_jb _ uj Ouo\tc 1 Gross Salary ijutS oub A6 J3-L ^ j-* < oljuulJ i_sIjloI co juoI^^ 

Ylo 
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Sort Ascending o^T 3 jujS v^I \j A5 J^JLuj < ( JjB jl J+9 

.2>jj cjljuulJ ^.sIjuuI cu \j Gross Salary Jjo^c <jjI .j ujS 

:T JUx> 

\j jjjul jJS . Gross Salary jujS ^ub 3 JjS A5 J^JLuj \j J^JLuj ^sLoj olio 
. JuuJ JLQil^^ JjUJuO F jJq-ajJ Qj A5 J^JLuJ T 4 1 V-S^3j3 3 V* jLjuJlS 

QuouuoS cu jJslaa/ 3 ^5^ jl JJL*3 Ol5uo jjulSU 

C ^SL^> CjuCXjuoS CO ^>h jl l>l 3 0^ <_SLJ5 Gross Salary & Deduction jJLs 

5 : \j 3 {JSjQS>lD J3 Jo V_jC> Ou0s_«jU 3 OuOouXd *-tS J u-j J jlSj 

J3.lL> <-S\Uj .Ju-juulSij c U>- 0..^> co _)l Ijjl 3 '-SL*J^ uljuuo^lS ,_sljoLujI jJLs 1S3J 

. Month jjj ^3^0 



E Microsoft Encel - Chapter 21 



] Ejle Edit View Insert Format Tools Data Window Help 




jua^ uu uuuJ Month jJLd I j IpJ&lo isnjdLuiI 

( JuJujj Ij jjj J^-juj ), Ju-aJjlSu v-Sj3>jo J3-L> jJo-juj co |jj| 3 ^SuJS 0L0 jJLl 9 1 

. January co ol ^^xajoljuuuo v*_aj l b \j \ />jj ‘ ^jjuo >T 

. j^sl) March co 1^ r />ojT 3 February cu 1, r /yjJ ^ J^sj olxx^ cu .r 
ciS jlajlS 0 l 92 > . oljujI AJanuary J3-^^ ,/oljujI * JLlo ^ujLoj \j \ J3-^^ ^ ,/ouuT 

L> .A juJ l ul co J03JJJO &>j-o ctoj^ ctlJb Ju^ ^jvjoJ 3^jb lj ^jvjoLjujI l_Sj3^uo J3-X^r 

. Jlq}^ ^jvjo 

^_5V buJ LljuJ LSLill oLuLjuJ j\ b t JlajlS k_Qj^S2J j^JNjLjLfiJI 1-JuUjj CU |j ^_5 vjoLjujI c^ Cjl3^ 

,^3-juj ,^-ajjI xP 
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'Col j 3 J-a-u^I ,jliJ 3 a>l 



|§| Microsoft EKcel - Chapter 21 



1^1 Ejle Edit View Insert Format Tools Data Window Help 



PjvotTable - I |fl| !3 I “I *1 I t | ' 





A 


B 


C 


1 








2 


Employee Name 


(All) 




3 


Gross Salary & Deductions 


(All) 




4 








5 


Sum of Value 






6 


Month 


Total 




7 


January 


21,956 




S 


February 


13,339 




9 


March 


15,741 




10 


Grand Total 


56,036 1 




11 








12 









l & Oib *£ j . v3Jl> U UJ _>S ciSLol £ ui kSjLus^j 

03SLJ ^3^ PivotTable _,IjjI j\$j ^ 3 jl^ vb^jul U v-slpJ^JLjuj j\ i^sSj 

cujjZ c jjI 0^ jb ci 5 ^sl o^b** T cdb-jjo 3^ .jl^ PivotTable Wizard 

.JuuS 

v L^jul \j Back 

•JuuS Delete 1-S33 3 vb^jul IjjT /xjujI o^b J3 _jl> v-sIjj 



jLjoS Ij F 3 julS 3 vb^ol I j Range jJLs Iq> o^b J3Jc> <^9lbl ^sljj 

. jluLoj ^LJS Finish t_S3j 9 Add ^S9j 9 

3I3J 3^ \Sjj jAjS ouo\Lc L Refresh Data o<£j\ < l& o^b t-S^Lu^ ^.sI^j 

. juJlS kSJS ^b J jB PivotTable jIjjI 

L^Jul .Juul£ 0 JlQ^ LjuUUO ul-LuOjb />U V.jljulJO 3J Ij Juolj^ JljuJj j I t ^ _JuJ) 1 )^ ‘>0 JC»jj _p 



■ OljuuI l 5 _j 3 ^j 0 J 3 JC> C0l5juC> »-SJUJ gjOv> 3 QjLj 



^ Microsoft Ewcel - Chapter 21 



J® Eile Edit Vjew Insert Format Tools Data Window Help 



PivotTable - ® [U| [0 *1 


t % m 




A 


B 


( 


1 








2 


Month 


(AH) 


3 


Gross Salary 1 & Deductions 


Gross Salary 1 T 


4 






5 


Sum of Value 




6 


Employee Name 


Total 


7 


Ana 


7,612 


S 


Eric 


3,297 




9 


John 


9,995 




10 


Lee 


3,539 




11 


Nancy 


9,506 




12 


Stephen 


6,270 




13 


Grand Total 


45,219 1 


14 








15 
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'Col j 3 J-a-u^I ,jliJ3a>l 



TT J-^9 

J3-L> 

<. JuS ^jvjo ld> O3I3 jjJliT v-Sljj J^ua^l ^ 1 £_juU 3 j />Lo^ Ch^ 

jjJ O gulu 3 ^Lj 3 La-ajUU Ld> 03 1 3 >JU t-SljJ oLouJqjU p Q jU . JuuLjuUU^ J I^-XjuO 3 La-ajUU 

■ JUujLj ^_5\j0 CjlSLjO Jjls Oj3^ <\j 

1 * 3 *! gjOC> CjC>LuJ i jjJL 3 i U 3 j^ ^jUjjO JJuLo Jj \$J L_Sj3^jO J3Jc> 

3 bJ t LljuJ \s>lO lS Lq} J £J 0 jS Cf^jS ClSLol t jjjl^Lo 03 jS 3 OJl^jujlS c lJL_JuJ 3 

■ Jl &3 />b*jl Ij j^u 3 33I3X) ^jvJLj> 3 CjljujI OJuuj Ju3jU l& Oolo j\ kS I CLp^li ^ V-S3I33J0J 
V-Sl& jl -Lul CjljuJJU gjLuO jl -\Jul3j lSj£2ZJ0 J$Jl> jlu 3 j 3 j 0 uSlo> oolo 

.jSu± l_sLq^ ^JljuUUljuJ j\ ^_5 \jp' U 3 Lq 3 oolo J 3 JC> t CU-JUUU CLjuJ^jI^ L jU CLjuJ^jL^ 

jJjjLjuuI Jj JLpS 3 b*jl Ij S^P' 3 ^^fpT 3 U^LH L-5^ cSj3C*jO J3_)l> L 

^-SlpJ 3 J 0 j 3 ■ JuljujU JLuJ Ij Ju ^3 t 0L0 ( CVa Q fft l_Sl&j3j gjOC> <jjjLujl Jj L §joc> 

■j^L/ 3 3 Ij 

tS;<pfcjO ^1-0 (Jcfl Juuo oL>\HlZ>I ! /Xj-Q^LojO 

■ ld> oolo J3-Jc> jO O3JLJUJ t_S\JL j 3 03^>3jO 0I3JLC “ jJLd ® 
.jJL 3 O3-A-JUJ j 3 33^30 ^JvjulO Ij v-SOJlC L_Sloi oolo “ /)ujl ® 
JjoLuj t JuujLj l& 03I3 oLujj> ^.sljj ^Sj 3 ^iX) J 3 -Jc> c ^P y ^ "" ^ 0 ^ 1 ^ ® 

■ JUujIj ^_ 5 \jO l_S 3 JlC L_Sloi oolo U Lq^ U 3 jLjuJ 

j\jS kSj^lo J3Jc> v-> Cjucxjuj 3 <juulj j-Lljuj 0^3^ <=b aL 3 — jJoljjJ jJLd ® 

■ CjljuuI 

v-Sj3>jo J3_L> Ldi 03 1 3 i_S \Hj jJo-juj j 3 U3JLjuj Oj3^> cu ciS jJL 3 ^Su " jJLa 3 ® 

. CjljuJ I C L aSj^ j \jS 



183 PivotTable 

184 Queries 



T) H 
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.CjljujI CUSjS j\jS J3JC> Cjucx-ajj 3 \JL ciS lSjJLs — jJLl9 E 



Column 



New in Excel 2002 




t_Sj<pto J3 Jl> iS\jj ld> 0^1^ 1 _5 vjl*JI3S 

.JuujU «u_vib uI^Jlc jIclmj Cj jjI^j y_^jo LpjJ ld> oili J3 Jl> B 
Jj££*jd 0 JuL 0 I 3 JLC jO> .JuLujL QjJO l-Sljli JuU 0 I 3 JLE jJcLjuJ itprCpO (-SlpJ^JLjU />loj E 

.JljuuIj $jSL) 

ld> £xx> U < i_sO L>" <-515) O^jLuu U Ls>>lo kxi gjOJ> jJq_aju LSljb Julep l _juou J 3 Jl> B 

lb 



mi Microsoft Excel - Chapter 22 



^§1 Fjle Edit Vjew Insert Format Tools Data Wjndow Help 

| A | B | C | D | E | F | G 



Running Invoice 



1 


Number 


Number 


Date 


Customer Name 


Market 


Quantity 


Income 


2 


1 


109 


10/81/1997 


AIG 


Asia 


40 


8,040.00 


3 


2 


118 


10/10/1997 


AIG 


Africa 


150 


25,129.90 


4 


3 


123 


10/07/1998 


AIG 


Western Europe 


210 


32,850.02 


5 


4 


133 


10/04/1999 


AIG 


USA 


331 


48,441.63 


6 


5 


138 


10/06/1999 


AIG 


USA 


392 


56,237.43 


7 


6 


104 


10/08/1996 


Pacific Bell 


Western Europe 


50 


11,111.11 


S 


7 


112 


10/04/1997 


Pacific Bell 


Asia 


77 


13,032.00 


9 


8 


119 


10/11/1997 


Pacific Bell 


Africa 


162 


26,753.30 


10 


9 


128 


10/08/1998 


Pacific Bell 


USA 


271 


40,645.82 


11 


10 


137 


10/05/1999 


Pacific Bell 


USA 


380 


54,678.27 


12 


11 


107 


10/11/1996 


Amazon 


Asia 


15 


29,280.00 


13 


12 


113 


10/05/1997 


Amazon 


Africa 


89 


13,095.00 


14 


13 


122 


10/02/1998 


Amazon 


Africa 


198 


31,290.86 


15 


14 


131 


10/11/1998 


Amazon 


Africa 


307 


45,323.30 


16 


15 


110 


10/02/1997 


Cisco 


Asia 


50 


37,065.81 


17 


16 


121 


10/01/1998 


Cisco 


Asia 


186 


30,000.10 


18 


17 


127 


10/07/1998 


Cisco 


Africa 


259 


39,086.66 


19 


18 


136 


10/04/1999 


Cisco 


Africa 


367 


53,119.11 


20 


19 


139 


10/07/1999 


Cisco 


Africa 


404 


57,796.59 
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ld> J3 Jl> '-SljJ /Jouul <^Su 

jLuJlS \j Ctrl + * 3 JuuS vl^fcjul 02 >l^ J 3 Jl> \j J$LuJ kSj .) 
( Define Name is\ 0^9 b** j±\5 ) jLiiS Ij Ctrl + F3 .T 

I j Data /xjujI t JLuo lsI^ vub names in Workbook jJLs .p \j ^JVjOoujI . Y 

. JuJlS 

.juulS OK ^-S3j -T 



r a ^ J>l>0 

. JuJlS <w>bs^ijl \j A1 J^JLuU ( CLjuU^jIS j\ iSjSLp ClSjJ _p . ^ 
PivotTable and <*jj£ , Data jl .r 
.jluS v^jl U PivotTable Report 
Microsoft cujj^ < T jM <iJL>>o ^ .r 
v^jl L> Excel list or database 

.-uiS CLJS Next <-S 3 j .Y 
1^ Range jJLi < T jl T <&>j jo .p .0 

.JUji 5 boil 

O^bfcO pl5 ) jLuUlS \j F3 JuJ 5 .f 

( Paste Name tsl 
.juj£ ^lilfbr Ij Data /xjujI .V 
.juJlS CjJS OK <-S 3 j .A 
.jujS <SJS Next iS$j A 



-J Uo>l 

3 3^J Ij >_Sj3^tjo J3A> T Jujli (JSLjuuuo T c(JL>jjo < 3 j Pjolil _p Loouj LI 

(J3JL1UJ jjb p ^3>3 j0 (JjjO LI JlajlS 3 -Xpj^jJ Ifii dili c p 

0I3JLC O3-V lj i.sds-l-'uj 0 ; JljuuU C^laio <-SL^J3 JLjj U lj I cpc ^ lo >i< 




PivotTable and PivotChart Wizard - Step 2 of 3 [? ][x] 





. JuJlSL) l&j (_sJL> 



TY^ 
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CUuuJJ U j\j i <-Sl Ld> 

<JjI <-Sl& 0 ^ 1 ^ J 3 -L> ^jjJ LjuJ I Jj Ij V-Sj3>j0 J 3 -L> ^Su| LxXjuJ t Jliuo jA 

U j\j CLjuJ^jL^ uT 3 i JuujL CU-jujI^ j\jS c \uuJ^lj\^ jA I 

IjuuO CLaji^jI^ \j J3JL > c kSj^lO J3-)l> ^b*j| ^ I Jl9 I j\ J-iS t JuujU CU-ajUU 

. JuuS iSj I .xSuo L) 

ctc>b /xjujI t3jl-xSub> ) JuS ^ jo >aul^ Q cdb^jjo jl l_SjIS Jj>Ijjo i \JU J^Ijjo ob^ub3J 

( lo> J3-Jc> 

jb cLjuj^j^IS Ld> J3_3 l> 

.juuS v L^ul U Range jJLs .) 
.jlhl 5 v^»l L> jL Window ^3^ jl .T 

.Jo jS vbiiljul \j o£jJ j\ ^JvSu -Y 
L-SljJ ^ Ij ^JVjCXjujI t JuuLajUU^ oIjjOJ^ Cjuo\ 1 x L ^ 3 CLaj!^ j IS /XjujI jl <jjUL-! -Y 

.JujS <*SLJS OK V-S33 Jl2j 3 JujS <^jub \j Jul OAjS ^JUjSij d$As> 



C 'Lji_JuUU CLjuJC^I^ ld> 0^>l^> Jc)_\J> 

.jluS v^I U Range jJLs .1 
lj ol^sJi 3 juJiS '-SLJ5 Browse t_S3j .T 

OK <~S$j jjjjgLJuu 3 < JuuS ^jub lj -Ol ld> Oili J3Jl> i_SI_>j oS Ij j^jvjxjuuI .T 

y..< .<■!< 

T qJb-jjO 

b Ij <-Sj3^«jo J3jc> .( juujU ^s^jo cujjS ^1 A9L9 °\V J_*jui 5I ♦ Layout 

. jujiS Lj Page 3 Data <_S3 j °o /xjuT 3 ujl*_*jo 5 3 



TTT 
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»Col j 3 — ■ — = 

^cpr9 J3 -Jl> jJLlS £3} Q-juu bdul 

uSLq^jJLs .1 
3^> 3 U jjJL *3 .T 

J03JJJO i^cpiio J3_L> co ^ ^jvjLq^jJLs . V 

■ JuuLajUUJ 



: JLuo ^5ljj 

Quantity , Income - o:>b i^bauJLs A 
Date , — 3 b oib jjJu 3 <-sld>jJL9 .Y 

Invoice Number , Market ,Customer 



jll£juu cu>U 'S^j \jj I 3 ■Jm-'b vbbJb Quantity .jluS Jjjjuuo Data \j o^b LsbjJLs 
o^b _yiL 9 i_sLd>jJLkd . jujb JjOuC o_> 3^> jjjjixfii ^ jjj Income jJb9 ^3-® ji .Jujobj Data 
.rub <bJb Invoice Number jJbs lS3j .rub Jiiruo Page Ouoouas b 3^ 3 b bs> 
3 Market < Data Jbiril i_sljj f, J>I>o o->) .jL^rubj Page jluLou JJorjuuuo <0 Ijjl 3 

.rub jl jIj Customer 




c5^3^*uo J 3 JCY Ob lb cSl&jJLs 




IJlS2J \jJ’ jju&J b <-S JUuJb_Uj JjXC Juu\^J l _^vjQ l&_uO . -Tub t-SruJb—uJ <: UlSljC> dib _)JLl9 j ^ 

/>b*jl PivotTable J^l .p Field Setting U3bj tSgy C.J5 b 
.jlu 5 LSjiuJbLui SUM b I j b cob o^jLuj j_]b 
\j u^Luj ol^i^ ji ^^>3^ ijjuo JjuuSI .rub C.JS Jj3^ Sum of Quantity jJLs ■ I 
(jjuLJ jj Sum of Quantity jJLi < Name jJLi p op jlbj jJLs /xjuuI cu 
Q uantities jujljbb \l_uo rpo j+jsu Ij /> U ru^ v _svjo .o-uul orru Sum ^jb 

..Lob o^Loj-qjI Quantity jo\j j\ ■ sv-oJ ^uJI 
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.jl^S ^SuJS Number »_s 3 j .T 
.juuS JJJ OK cs 3j T 
.±juS j\ j$5 Income jJL s ^jjuiSLu lsI^j \j T b ) Jj>I j* .T 

OK »_s 3 j .0 

.x^ ^SuJS Finish i_s 3j < v_sl a, 3 b«> .plS T .? 



^5-juJ ^JVJOJ 02>l2> jjuUuLoJ kSjQZZlO Jc)jQ> j\jj\ j\$J 



0 Microsoft Ewcel - Chapter 22 



1^] File Edit View Insert Format Tools Data 



PivotTable - ill (tflj |g| °z t % 





A 


B 




1 


Invoice Number 


(All) 




2 


Market 


(All) 


3 


Customer Name 


(All) 


4 


Date 


(All) 


5 






6 


Data t 


Total 


7 


Total Quantity 


7.550 


8 


Total Income 


1,215,980 





9 



JJIS OljuoIj 3 JuJi 5 vUfcijl Ij jl()j jl 

\j PivotTable <00^ ojudu jL jl 3 < jujJ 

■ JujJ COs-ty (_Sj 3 J>j 0 J 3 Jc> JjIjuj CO .JujJ V Lsujl 
Jjjb j\jS CjuOouj \ILj 3 ^-SLq^aJLs 

jj ^LpjLxxjuui 9 kS I 0^l^> ^LdijJLs 3 « 

.Jujh j\jS kSj^lo J 3 -X 3 > 

oj 3^> cu Income 3 Quantities v^l&jJLs 

Ij <jjUuLoJ Cjl£J> .Ju3-juJ ^_5VJ0 0 ^ 1 ^ uLuJU jJo-juJ 
.JuJb$ ^503 jLjuJ CU I-SjJq-ajJ jl ^_Sj3>jO J3 _Xj> 

>ob Data ctf v_sjJLs j \5 ^ ^ y. 

3 Jl^jujlSu OqXuJ CO jJq_uU jl l_jJ I v _JvjoIjI CO 3 



III Microsoft Ewcel - Chapter 22 


J® 


File Edit View Insert Format Tools Data Window \ 


PivotTable t (J£| [jjl] ‘“i 


1 1 % s 






A 


B 


C 


r 


i 


Invoice Number 


(All) 






2 


Market 


(All) 






3 


Customer Name 


(All) 






4 


Date 


(All) 






5 










6 




Data t 






7 




Total Quantity 


Total Income 




JL 


Total 


7,550 


1,215,930 




9 











. JujJ 

<- : q^tjuu 



TT1 



www . IrPDF . com 




www . IrPDF . com 



'Col j 3 J-a-u^I ,jliJ 3 a>l 



lSj 3 ^io J 3 Jl> U /xJh.*.o jl 5 



i_Sj3^jo J3Jl> v-Su cu 3> 3 <jor>j <-Su 3 u>>S _>jJL 9 



||| Microsoft Excel - Chapter 22 



]■] File Edit View Insert Format Tools Data Window H 



PjvotTable - ffl flO| @ “z °z t ^ [ 





A 


B 


c 


r 


1 










2 


Invoice Number 


(All) 






3 


Customer Name 


Microsoft ▼ 






4 


Date 


(All) 






5 










6 




Data t| 


1 


7 


Market t 


Total Quantity 


Total Income 


S 


Asia 


624 


100,100 


9 


USA 


355 


51 ,560 




10 


Grand Total 


979 1 


151.668 


11 









9 UL CjuOlJuJ t9 C|j 1_S3j Ij (JjlKjLo (_SLoJ OlSuO 

jl jjvSu Page jJLs 3 juv CuOuuJ 

cijJLijo CS 33 j\£ <jjI csljj ) .jujkS I j VJ 3 J 0 

OJuuJ jL CjljuUuJ jI 3 OuJL> U I jLS 

\j ld> 0^1^ JjcxC <jjI (.JuJkS lj /xjuT 

jjJLs jl J^b> guLu.Ju^ ^jvjo jjJLs t-Sj3^uo J3A^r 

.^3_juj <_5\jo OJu^ l_Sj3^jo J3-Jc> CjuOouoS 



OJlOlu «-S3^r 3 {jJtJjr} 
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PivotTable t jj8 “z *1 ( 


% 3 






A 


B 


c 


1 D 1 


1 


Invoice Number 


(AH) 








2 


Date 


(All) 








3 










4 




Data 


-1 






5 


Market t 


Customer Name t 


Total Quantity 


Total Income 




6 


Africa 


AIG 


150 


25,130 




7 




Amazon 


594 


09,709 




0 




Cisco 


1,030 


150,002 




9 




Pacific Bell 


162 


26,753 




10 


Asia 


AIG 


40 


0,040 




11 




Amazon 


15 


29,200 




12 




Cisco 


236 


67,066 




13 




Microsoft 


624 


100,100 




14 




Motorola 


577 


91 ,909 




15 




Pacific Bell 


77 


13,032 




16 


USA 


AIG 


723 


104,679 




17 




Intel 


009 


120,260 




10 




Microsoft 


355 


51 ,560 





: JUo 

j\ IjjT 3 0^ <^LJLS Market jJLs «_S3j 
R ow C_juCXjuUl 9 CU Page GjuOouuS 

jJLS . JUulS Cl>3J J^-JUJ CU ■ JU-uUiSlJ 

jJLs vc? oucx_«j .p Market 
3 oljujI cuSjZ j\j 9 Customer Name 
J j 9 ^js> gjocr Market cu^ p 
\j <_Sj 5 p l_S^z> 3 .Oi_ujI ( Tl 9 * S 

i_;l3 Page jJL 9 p prj <_Sj v b*cl U 

c-jL^r CjuOouj \JU OuOoujlS .p ) 



( <_Sj3^jo J3.lL> 
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jUa>l 

.CjljujI jJLS ul CU £jL> <=0 jJLS C_Su UJuljujS 

j^lib X Cjuo\Lc kSj JuljujS J3Jl> j\ Qj \j <3jJLl 9 ^jOLoj 

^_ 5 vjO jJLs ol JuJkS Ld)j Ij JuJS qjI I ^ 3 _juj ^jvjO 

Ctrl + v^L&jlJS jl ojuuj ^jL> jJLs ol gjuI^jS jj 3 Jjo-c <jjI 3^J csIjj .^3-juj 
.jllaS ^LlIS j I jj I j\$j Undo 03^1 1 ^3j L jujkS o^LqjLjujI Z 




Hi l I. n.uJl I jii ■>! ■ >1 Jj 1 



tlfr tff ^ L-rf Efcrti W- «*«*- tfr*i 





feB 




A 


0 


£ 


n j 


1 


taKflki-fcvT 


■■••• 


1 


: 


D»k 


i*3 d 




3 








* 




Dili 3 




E 




C^lomnNa^f - 


Tnli'OuJ 1 li Tri»J 




E Afm + 


M 


I9Q 


5IS 




7 




Arr^fnn 


Sflj 


W7» 




fl 








iwaX' 




9 




s ki(e Bfl 


■ 02 


2G/« 




10 


i*4nt-i Ti^uJ 




I-?l 




,s 


Akii 


|nio 


« 


h jua 




u 




["ffinri 


H 


&X 




11 




two 


3* 


E7JK6 




14 






H* 


100,106 




IS. 




HfclciinlB 


SJ7 


9S» 




IB 




-Mi’ir fttfl 


77 


nm 




17 


Ain Trtil 


l£69 


TOilS 




16 


USA 


W0 


773 


104 676 




IB 




Hal 


AW 






Jd‘ 




Vr.m&3n 


iS6 


si. sea 





PivotTable Field 



Name: (Market 



Subtotals 



® Automatic 


Sum 


.A. 


r" Custom 


Count 




r None 


Average 

Max 


— 




Min 

Product 


d 



r" Show items with no data 



vj>> §jCC> 

cu lj gjx> JLJI 3 J ^jvjo Lxx_juj t l_Sj 3 ^iX) J 3 -Jc> b 

gjOJ> ClSjul L JuuS \j §j 0 C> t JuuS $j\$ 

CU \j jJLl 9 3^ JsIjo .JluLoJ ^3 jS g-j I3J L lj 
jIjS jJo-aju yDdi) jLlS Ij Lpjl 3 Jl^juulSu jJo-juJ Ou0oujl9 
Jul Qj3j£ j\ jB jJq-ajU <lSaJLl9 3 ^ < JLSZuj .Jl^^ 

Customer Name 3 Market : j\ juujLx 

i_5\j0 cLi-juuL^jo jJLs jJj^I OJuuu i_sOjc> gjx> 

^ Jjs^ Market jJLi />U lS3j . Market v.so^ :>3_*i 

t_S I OjO)\sxlD .( '-SLij v^jJLajuiS l> cUxSi ) JujS 

^.3^3 «3ljj cujj^ q_»jj < PivotTable Field 



( ) Automatic 0 
( lj^jLLjuj ) Custom 0 
( guji> ) None 0 



OK 



Cancel 



Hide 



Advanced. 



Layout... 






oilftjLmjl Market jJLs <_sd>> <-sl_)j u^>jS lA*^ J3J0 °u SUM gjb j\ J_*joSI 

. JulS ^_JvjO 
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PivotTable ^ m ii 



Oi 



t % 





A 


B 


C 


D . J 


1 


Invoice Number 


(All) 








2 


Date 


(All) 








3 










4 




Data ▼ 




5 


Market ▼ 


Customer Name ▼ 


Total Quantity 


Total Income 


6 


Africa 


AIG 


150 


25,130 


7 


Amazon 


594 


89,709 




3 


Cisco 


1,030 


150,002 




9 


Pacific Bell 


162 


26,753 




10 


Africa Sum 


1,935 


291 ,595 


11 


Africa Count 


8 


8 


12 


Africa Average 


242 


36,449 


13 


Africa Max 


404 


57,797 


14 


Asia 


AIG 


40 


8,040 


15 


Amazon 


15 


29,280 




16 


Cisco 


236 


67,066 




17 


Microsoft 


624 


100,108 





gjOJ> 

b Custom Subtotals <ujA 

\j 3 Lo I gj I 3 J 3 . JuJlS btxil 

( .JuJuuJ I j J^LjuJ ) JluLou Cy btxil 
. JLlaS V^SLaJLS^ OK L_S3j 



L>^J LoJ L 3Njjj> gxx> O3JU ld> 

.Ju3-juj ^jvjo 6^1^ 



•r (Show All) 

Olffi 

■iy Asia 
■gj USA 

□ Western Europe 



OK 



Cancel 



ld> /xyl oI^ju 

^JNJ LljuJ bfcjO oLJLcxC b JuJkS ul^jy Ij Ld> fiJj I JLJI3J ^JVJO LcXjuJ 

.Aj3_JuJ JLcxd jl^-juul Ob\b gOC> 

oljuulJ 3^ 3 Market jJLl 9 oJLuo <-S3 j 

t Ju3_juj uL^Jl! Juj^I3J> ^jvjo Ij c_SV)I3jo <SuJ t ^jO^LsI <juyb 
CjljuUuJ jb Africa ^^uijl JLuuJ v_5VJ0 \JjuO .AjjlbjJ 

^jI 3 jO ^S\jJ CLljujI^jO ,jjUy JUuijb ^JVJOJ OJuuJ Ob\b uLuJU bjl^O 

,^3-jJj />L*j1 jLSLaJu 



ah ..in 

Ij />uyl CO J03JJJO <^SuiJ <^JUj3jL>ljO JuJl^ Ij /Xjul c lSbl V-SljJ J^juoSI 3^ 

Ij j \5 qjI fi\j jib <^ljj ^ ubjJLjuijuo />b L _50\i3-b CjljuuuJ jb \Luo .Jujl^jj cLilSIjc^ 

JLUI3J t-S^jl3X) .^Iju ^<PT 9 J^Ljujuo ijj\ JuJc> v-Sl& J^juoSI 3^ Lol JuJkS jlj^J 

\j ^3-juj 02>l^ uLuju Jlu3>I3> ^jvjo ^ Ij v-S^jI3jo <jjul«ljuj 3 Ij ShOW All Qj kgjjA c^Ly 

. JuulS btxil 
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63 ^ \j Ju^-juj ulpjj Jl^I 3> ciS lj L jjLjuIjuo />li Jijuuuo <jjI i_S \jj J^ua^l 

^-SLu jJjULjljuJ .JUjI-XSb ^JvSb ulod^ \j />b c \jlSL) 3 ( Jjj ) JuuS t-SJuu 

L> OLjjLjuJUO OJuuJ ^_ 3 joLjujI J 03 JJJO 



IV 



Ld> /jJul 



jlja>l 

Ij ulpjj t-Sloi O-Cj^uJ CU ubb CU l& jJbl ctSbul jl <jjuy 

JjCX-C 0 I 3 JU CjcCj-juJ CU ClS b U 3 ^bl L_Sj 3 C^jO J 3 JC> .JUjLuJ jISLjujI 

jJob> cu ^ CjljujI <j. 5 uouo j-u OJuul 3 ^IjJ ^ 3^3 3 ^J lj v-SjLuu ulpjj 

.Jul ulgjj I j /xjul ciS Ju^bj 




.Jl U jj Ouo\bc Ij /Xjul V-SLu 3 OuulS Jj3^ jJLl 9 ^-S3j l-SjLuJ ulgjj 3^J JjO^C ^-SljJ 



u /XJul l-SjLuU ^-jj^ 

iJujk^S ^jjjLujI jJ 3 jJLi3 <jjjLujl jJ \j kSj^ZZlO <-Sl& /Xjul JLJI3J ^JVJO IxX_juJ 

b Sort Ascending c*3^bT **s$j ,jujS ^l^jul I j ^^uu! ^Sb j]ouuj jJLs .juuS J-juoS 
.j ujS v b^jl \j Sort cujj^ Data ^uo jl b jl^ SJS Sort Descending 

AutoShOW U \JU ) ♦ <jjuyLoJ 

<j-ub b ; \Jb t-Sldi /)uul jl ^30 1 ♦ oS JuuS /y+kuj kSj$^ I j kSj£>lo J3Jl> Jujkp ^jvjo Lxx_ajj 
/ xjul ^jiduLoJ ^Ijl2j Jujkp .Jlq^ (Jjuu LoJ AlltoShOW utSuol jl O^IqJLjujI b \j jJbs 

%) \ * \buC ,JuuS [JjjuSZJ Ld> yOuu! jl Oj 3 ^ 3 ^ JlC Oj 3 ^ ^ Ij 

. La) /xjuI 

uLuju ubjJLjuJuo ^-51^^3^519 jl t-S^I-Xsii t-Sljj ^-Sj 3 >jo J 3 Jc> t OJuuj uLiu JLuo 

. JlQ}^ uLuju Ij \Jb ^j 3 j 0 ) ♦ ClS /XjU^I 3 J> ^JVjO VJ 3 JO <^ 3 Sbul uSljj \l 5 jOJiO .Ouujl 0 JljuJ Oib 
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PivotTable t 


IS [ft [P 


cc 


! 1 


ft a 







A 


B 


C 


1 [ 


1 


Market 


(All) [7 






2 


Customer Name 


(All) 






3 


Date 


(All) 






4 










5 




Data t 




6 


Invoice Number ^ 


Total Quantity 


Total Income 


7 


101 


15 


2,137 


3 


102 


17 


2,271 




9 


103 


20 


10,152 




10 


105 


100 


0,710 




11 


107 


15 


29,230 




12 


103 


30 


6,020 




13 


109 


40 


0,040 




14 


110 


50 


37,066 




15 


111 


67 


15,452 




16 


112 


77 


13,032 




17 


114 


101 


23,034 




13 


115 


113 


23,118 




19 


116 


125 


18,495 




20 


117 


130 


23,507 




21 


120 


174 


28.377 





lsI b jujS <SJS A6 J^JLuu .p ( Invoice ) piSls LS>rjuaSl> jJLi lS 3 j 0 

.JlaJlajJ Ij (_Sj<P»jO J3.lL> 




Advanced ^ 53 ^ 0 

Top 10 jjj p lj On cujj^ PivotTable Field Advanced Options plS p 0 
) o^b csb 0 L \JL lsU ) ♦ cujjS cu b Show jJLs . jlh^ v Jtul AutoShow 

- Vt*" ( Cj—ajjI ObjlS L— JLJuubuO ClS yol jJ 
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v-SJuu c bJj \j />JuT <J*juoSI Jlq^ ^jvjo uLuju « jJLl 9 i_S ld> L uju jl O^LqjLjujI ® 
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PivotTable t 


mmm 


=c Cc 


i 


% m 







A 


B 


0 


D 


1 


Market 


(All) 






2 


Customer Name 


(All) 






3 


Date 


(All) 






4 










5 




Data ▼! 


1 


G 


Invoice Number ▼ 


Total Quantity 


Total Income 


7 


123 


271 


40,646 


3 


129 


233 


42,205 




9 


130 


295 


43,764 




10 


132 


319 


46,332 




11 


133 


331 


43,442 




12 


134 


343 


50,001 




13 


135 


355 


51 ,560 




14 


137 


330 


54,673 




15 


133 


392 


56,237 




16 


140 


416 


59,356 




17 


Grand Total 


3,334 


493,771 


18 









^JVJO CjlCL t jo <Jjl .JuS ^JVJO 

jJjjLujI jJ Ij jJjJ 1 ^ ^3_juJ 

. JOuuuuU Ol ^>Q-kjJ L Juolj^ 

t-Sl Oj3L>jo b JuuS OK 1-S3J ® 

,^ 3 -juj cu^ju Advanced Options 

b Jla_a5 vidS OK ^-S3 j ^jb3^ 

Pivot Table Field csl o^bt* 

.^3-juJ CUjuUU 

jiiu jl Ld>j 3 ^L 9 jl ^j 3 jo 1 ♦ IpJu I c l ^ jyJ 

■ CjljuuI OJuuij OLjuJU jI_5l£jO 

Ldi 02>li lSjLjuj^J 



J3Jl> U j\£ />lSZd> .CjljuuI OJuuuu Id) dili CU jlS.ijp*- CO <SjQ2<lO 

/>b*j| Ipjl i-S3_; ' A °(_SjLuJ3j IpjJ 3 Ju3_iuu v_svjo ijl3 c Li L> !__> cUdSl^ cu l& dili »_S_> <p*io 



185 Refresh 
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jljjl 3I3J 3^ ( jjojS ouo\Lc ) Refresh Data 03SLT 1-S33 q£ 

.jl^ PivotTable 

J3-L> gJ>jjO JuL LxXjuJ Ju 5 Ipjl -I03JJJO jJq-ajl) 3 U3jLjuJ L uLuldi 6 ^ 1 ^ ^ljl2J J.SI 

JjoLuj JuL l_Sj3^hx) J3Jl> gj>jjo .JuJ^ ^-SjLuj 3J Jul uijjJZj ul cSljj ^ lj i_Sj3J*jo 

.JuujL ld> J3 Jj> 3^ ^3^>3jo v-Sldi cUx-d^ 
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PivotTable ^ 



1 t II 



Invoice Number 



Date 



(All) 



(All) 



Market 



Africa 



Asia 



USA 



Western Europe 



Customer Name 



AIG 

Amazon 

Cisco 

Pacific Bell 



AIG 

Amazon 



Cisco 



Microsoft 
Motorola 
Pacific Bell 



AIG 

Intel 



Data 



Total Quantity Total Income 



150 



25,130 



n 



Choose the field containing the 
detail you want to show: 



Running Number 


i ^ 


Invoice Number 




Date 




Quantity 




Income 




Customer Name2 




Average Unit Price Sold 




Months 




Quarters 


rJ 



Microsoft 


355“ 


5T56CT 






Motorola 


234 


35,968 






Pacific Bell 


650 


95,324 






MrExcel 


1,015 


155,118 






AIG 


210 


32,850 



/xJul v_Su 0I3JLC Qj c jz> jjj iTu 

JUJI3J ^JVJO loouJ t C_Sj32>uO J3JC> L 
JuuS I3 /Xjul i^SL 0I3 J lC Qj \j Jjj 
jjusij \j c_Sj3^uo J 3 -Jc> jL*j>Luj ciSLul O3JU 

.Juji>^ 

i Cisco fi\j L v^jjLjuijuo \ JUo 
Market jJLs ^jLLo \j 

.JuuS 

Customer Name jJLs ^ \j />jJ <^L .) 

.AjuS v 1^1 
. JuJlS Jj3 ^ .T 

< Display Detail v«sl o^b^o ^ .T 

. JuJkS vbfcji-il lj >bu ^j3jo jJLs /)oujI 

.juJlS SJS OK .¥ 



Ju J l> ci Sjj ^Sj Qj olJpr O^La-juUjS 

J3JL-JUJ t J LiuO t-sljj . jujtS v b^l uLjjljuuuo 3-Lljuj 3 ld> ctu>b Ij J3JLUJ <^Su A 

.juuS vL^'I Cisco I-Sljj I3 C9 

. JuJlS Jj 3 ^ .T 

v_S I OJuuj LSJuu /xjul J3 Jj> ul ^3 -juj J3J0 ^ JuJi> v-Su -T 

. Jlq^J ^jvjo uLuuu OJuuj vb^Jul J3JLUJ i-Sljj I j ^ 3 ^> 3 jo VJ3J0 Qjx& ^3^3 
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A 


B 


C 


D 


E 


F 


G 


H 


1 


Runniihj Niimhei 


Invoice Number 


Date 


Customer Name 


Market 


Quantity 


Income 




2 


19 


139 


07/10/1999 


Cisco 


Africa 


403.7 


57796.53929 


3 


13 


136 


04/1 0/1 999 


Cisco 


Africa 


367.4 


53119.10714 


4 


17 


127 


07/10/1993 


Cisco 


Africa 


253.5 


39036.66071 


5 


16 


12l1 


01/10/1993 


Cisco 


Asia 


135.9 


30000.1 


6 


15 


lim 


02/10/1997 


Cisco 


Asia 


50 


37065.31197 


7 

















PivotTable csL&jJLj 

$j \ 3 jb qjJJC> JjoLjuj qjI -JuJkS VJ 3 t-Sj3^uo J 3 Jc> Qj Ij ^jvjLq^aJLs JuuI^j ^jvjo Lcxjuj 
L t JuJkS lSJuulI^LjCu cuISIjc> Ij L^jJLs jji> Juul^j Lxjuu .OljujI L& 0^1^ < T r c> L Cb L^jJLs 
jl 3 ( ^jOLljujL^IjO J^jOjS <^Sb L jJLS <^Sb ) JuuS Ij ^OLljujI^jO jJLs <^Su 

■ Jljuj Jlq^I 3 _> £j^uj v-Sl& [Jjjdzu ^jOblSuol 

! Jul OJuuU CjljuULiJ jJj CJ Lllol 

jJLs ^ £P 0 

jJLs viu 0 

JuJl> jJLl 9 kSj 3 /xjuT l-SJuu 03jS 0 
^jc^jjb Ij ^S 2 >JlC /xjuT L LdijJLs l-SJuu 03j5 0 

ld> £ujb l-SJuu 03j5 0 

LljuJ \sxlO jJLl 9 £j.b 0 

cUjuuL^jo <jjj3j 3 Q^l^ JlI+9 c? 0 



- 0+9 viu £p 

cb c^Jul Ij JuuS Ij ^-SjJLs o£ Ju.bjS l_Sj 3 >uo J3-Jc> ^>bfcjl Loouj LI 

cLl^L Ij J3JL-JUJ ^Su ( JuJujj <juub j^> Ij jJLs l- 9 Ji> ) Ij v 3 jJLl 9 oLuLjujI 

PivotTable jljjl j\$> ^ PivotTable Wizard o^J ^3j < jujS vL*ju! J3Jc> 

.,3^ cu Layout cdb>>x> <W J^uaSI ,p ) .ujIoJ v^jl U Layout cujj^ 3 
3 C-.K OK lS^j 1 jlijujiSj Data U Pacje Ouow^os \j jJLs ( ^3-*^ ■ sv-o o^L uLuju 

.juuS CLJ^ Finish lS^j ^jjju^ j uj 
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jJLo viu u_9Jo 

Ij Layout ol j\ 3 .uC kSJS PivotTable Jjj\ ^ PivotTable Wizard 03SJ <s$j 
jo jJLl 9 .( ^ 5 _aJj ^jvjo 0^1^ uLuju j\£±$s> 35 -b cu c UjJ^ <jjI 

L-S33 3 Ju-jlS V-SLJS OK CS33 jJjULjljuJ Jl^juJlSu L-Sj3>j 0 J3_)l> c Ls>b Pj 3 CUSjS Ij 3-bu 

. jlajLoJ Finish 



JuJo jJLs Cxj £p 3 ld> /oul oSJuu 03^ 



Q ‘-tefaioft EhecI Chapter 22 



* 1 E#a Dte Ln*irt ram* Brcif fista wrda* IJr-fc 



&^t^. iaj|Bi g i 0 3 | r % g 

ms ■' 



A 


E3 


C 


D T 


1 ImuK* NumrUfcii 


m 






2 


m 




J Udlt 


m *1 




c 




£ . 


dji* -i 


Ei Li..* -i .-i Name!? * 


Cuiluir^r ^i-mh -■ 


lulel Fu L ■! Vvvrrip 


. r ij.sir-niPi Psjmifil 


A1G 


1 ,1^? 


mi m 


0 


Ama£4in 


cm 


m&ti 


g 


Ciucd 


1^6 


2 U,CBa 


ib 


Inlai 


a oa 




1 1 ‘ C ij ^ L i? 1 ri u r Giuup2 


McryuOH 


979 


1F1 B® 


12 


Mulurdd 


ail 


I27.gii^ 


IT- Ijislfimar Crraiip.1 
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clujS *W Jjuui^I p ) .jlu 5 v^I U Field Setting cu >j$ , PivotTable JjjI jl .T 

( juj £ v^l L> PivotTable Field 
Invoice Number juu£ v_^b Name OuOoukJlS T 
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'Col j 3 J-a-u^I ,jliJ3a>l 



3 Number - 4 ^ vb*xjl U Count cujj^ Summarize By Ouoouas .Y 




■ X A * ^ |j ^ \ C 1 ^ \ i i t il il l ill 

.JuuS ^SjJS OK CS 33 .0 

^SUjJL9 3 -Xa-X$ O^LqJLjujI 1^5^-0-t! Ljujuo U^3j jl 

^LjujL^o gjb .jl^S gp Ij Income 3 Quantity 
\Jjuo t JuJbS ^Sj^jb gjb cu \j jJLl9 jib 

.i-SjLol SJI3J b ^CXjCXjJuuO t /JjOsJj^Lo t U3^> 

jJLs ci5 JuJl$ CjSb t JjlS p ^ 3 ^ 3 jo p 

gjb b ^jvSLol 0 ^ 1 ^ U 3 jLjuj Cjl>Luj i_sL,j Quantity 

■ Oi—iujl < -LH9j j ISlJ O^LfijuO (_JVJ b_uJ Lz%jO 



j$j$ 3 % cUjtA/btjo iSljj v^ylo)jJL3 

oljuuI ^30 PivotTable Fields tsl Ojgbbo .plS ^ Options cu*5:> jl o:>l- 6 .v_.J b 

.JujS \j 1 _sOL-ujL^jo i^bfcjJLs _V_*J I^J ,_s\jo 



Invoice Number oc^tjuu j^jvrszj vb^-'l -v.-^ jl ld> o^l^ c cs => b Ij Jc^JLuu Cb 
iSJS \j Options cux5i s ijuS kSJS Field Setting cuxS:> < PivotTable JjjI . 

:jlhlhj Ij Show data as lsIa cujj^ b joj^ 
^^xxaxj Regular 0 

b c^Ll^ Difference From 0 
j\ % % Of 0 



b O 3 I&JU 0 % 

l>>! 

<Ju>> j\ % 

Oj^Lvjj j\ % 

J<? j\ % 

Cxjjj > p-9 



% Difference From 0 
Running Total In 0 
% of Row 0 
% of Column 0 
% of Total 0 
Index 0 



<-Sl djo\s»LD j\ (_sdii»jo <_Sl& <UjjS ol <\S JidO ,_s\jo uLuuu \j (_sJbuO jjj J^Ljuj 

j| ojuuu oLio Show data as 
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£2 Pfici-na-ofl l&C'Gei- fThqpftef M 



| MJ*| Fir Edl [ifew Insert Format Tcrafe Data V/ircta kh Help 

ishiiTdi.- mm =!« s B[al % s . 





A 


0 


C 


D 


1 E 


F G 


1 


1 


Invoice Number 


m_ - 












2 

J 


Market 


m 












Dale 


(AID 












4 


Customer NamE2 


(AID - 












5 
















6 

7 




Dsla t 






Customer Name ■»■ 


Total 
Qua nl rty 


□iff from 
Previous 
customer 


% Difft'rom 

Previous 

customer 


% Quantity 


Irwi ices 

Number Total Income 


=t 


AIG 


1,122 






14.67% 


5 1 70 ,699 


g 


Ar aion 


60S 


-613 


-45.74% 


3.07 ■•:. 


4 1 1S ,3Hg 




IQ 
■i 
■ j 


Cisco 

Intel 

Mi : ■: s :1 


1 266 
see 

979 


143 

-313 

/ -143 




12 76% 
-27.92% 
-12.75% 


16.76% 
10.72% 
1 jk97% 


6 217 pGB 

5 128260 

5 1 S' ,6E . 




13 


Motorola 


811 


/ 312 




-27 76% 


ioy4% 


5 127,957 




14 


P ac if c Jel 


939 


/ -164 




-16.36% 


1 2.44% 


5 146,221 




15 

16 


MrE xl el 


1 01 5 


/ -ice 




-g 59% 


1 3.4k % 


5 165,1 IB 




Grand Tela! 


7.560 J 








ioo.im 


39 1 ,215,990 


17 

















Unit Change vs. 
Previous Customer 



% Difference From 
Previous 



Cu 



I'lYotl.Y-ilr I irlil 



7 ■ iiAficU: Quantity 

Hscp |l s-F prr-Tdjf r lb; tom 
tr P - 

■Count 
Average- 






H I 



[LvWxr... 



nn 

FTC-ixt 
Cmriti Mims 




ClftikfiE» j 


Show data M\ 






|Difu pence rrm 




3 






6a ss [tern; 



Runrina Uniter 
Invoke: Bjmtotf r 
pat 






Mata 

Qoeii City 


3 



(previous) 
irit] 



•'•II . ■ n 

Cisco 
Dr- 1 • 



3 



Fwotf-ofafe: Fbdd 



Source fidd: Quantity 

Nmp j% OIF Froii Ptwctjc oust 
Summarfe by: 







Court 




Average 




tts>: 




Mr. 




Produt 




Court fJurfl- 


2J 



stomer 
urn 

OK 

frle 

Cfinber... 

O pfcions :■ :■ 



•ercent of Total 
Quantity 



5 dfiJa •-• 
l^- [tfF*p-rrw From 
(kid: 



~3 



Run nng Number 
[mure Umber 
Data 

- - I -i 

Cufl-titj 



3 





(ne*t) 


1 






Amazon 




Cko 




Dr. C»:d 


zi 



m 



Source r ieM; Qjsrtty 

ii^ips: |% Ojenifcy 



iWm*' lv ftr- 



[ 



Cerad 




tide 



rjJTtoer.. , | 
SiUons - » | 



3h«Y dtfta : 



%rtftr*al 



% Of * 

% D#ffl! nefitB Frm 

Rijnrp-pj Tr# J n 
^ofn ■ 

%of 



.■ . I . 



_ll I 



uSkprl O^Jljuj uSu UV >5 cisLol 

jjusu £ ^_5vj Lujuj L^jo jJLs cisLol JjoLjuj (J^L^juo V-Slj^l o^jLaju cisLol 

■ JuujLj Jj Jc> jJLs OJuuS cLujujL^ijO cub 



187 



Running balance 
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I Microsoft Ewcel - Chapter 22 



Bl File Edit View Insert Format Tools Data Window Help 





A 


B 


c 


D 




1 


Date 


(All) 






2 










3 




Data t 


1 




4 


Details t 


Total Credit 


Total Debit 


Running Balance 


5 


Bank Charges 




1,091 


-1 ,091 


6 


Bank Interest 




1,749 


-2,840 




7 


Bank Loan 


20,000 


0 


17,160 




8 


Car Lease 




3,544 


13,616 




9 


CK 


0 


78,185 


-64,569 




10 


Credit Card prnts. 




20,970 


-85,539 




11 


Deposit 


99,988 


0 


14,450 




12 


Loan payment - principle 




7,936 


6,513 




13 


Loan payment -Interest 




2,644 


3,869 




14 


Openning Balance 


9,852 




13,721 




15 


Grand Total 


129.8401 


[ 116,119 
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PjvotTable t 


a m h 


■=c cc 


t 


^ Si 



.JuuS CL^Cp D O^LkjJ CU 



- cuLo^juj i jJLs \ c*Jb>>© 

Ij Calculated Field 3 Formulas 3 PivotTable cuj^ PivotTable JjjI .p .1 

.JUji 5 boil 

. jjjlS ^b /xjuuI ol^ cu l_, Calc Running Balance < Name Ouoouos ^ .T 
.juuS dLl£ Insert LS3., 3 ajuS v boil lj Credit jJLs < L&jJLs c^uaJ jl T 

.Juijl) 

v boil Formula CjuCXjuoS ( ” ) \j IpJuO OuoVLc . i 
. AjjLoJ CJb Insert 30^ vboil b, Debit jJLi UjJL9 oljuoJ _p .0 

. jllJlS CbJb OK <_S3 j 



J^Lsjuo ^JSLuu cu b jjjjuLoJ — T cdb>o 

.JLU5 vb^jl Calc Running Balance 03^ p La> o:>b <rp>b p J3JLU Cb .1 

.jlu 5 viLJb Field Setting tSgy PivotTable Jjj\ J3J p .T 
Running Balance juj 5 Name Ouoouus p T 

.juj .5 Options ^ .T 
.jlu 5 vb^l \j Running Total In ol jl 3 0^ jb lj Show data as .0 
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Details jJLs < Base Field Ou0ouUl9 . F 
. juJlS OK 3 <*_-> Utiil 



t_S;(pto J3 Jl> cSld)jJLi3 lA*J LoJ jjuSZJ 



:> 3>3 Data Cjucx-juoS jJLs 3 ^ ul \jS> JuuuU ^jvjo SjSu j^>Juo ^Sj 3^10 J 3 -Jl> ,jjI 



J^Ljuj jjjjjLpj cu I j jJLs 3 ^ ,jjl ^ ^jvjo \laj J^uo^l . Incorns 3 Quantity 



•^5j ^-S-V u^wLoJ t \y5j$ <j^jlu j3-^> °°. -JuuaSu jj3j «£u cu i_Sj3J*jo J3Jl> 



||| Microsoft EKcel - Chapter 22 



JtfjT] Hie Edit Vjew Insert Format Tools Data Wjndow Help 



PivotTable - tfi (H| O °J *1 { 


ft B 






A 


B 


C 


D 


E 


F 


G 


H 


1 


J 


K 




1 


Invoice Number 


(All) - 






















2 


Customer Name 


(All) - 






















3 


Date 


(All) - 






















4 


Quarters 


(All) - 






















5 


Months 


(All) - 






















6 


























7 




Years ^ I Data ▼ 






8 


1996 


1997 


1998 


1999 


Total Total Quantity 


Total Total Income 




9 


Market ▼ 


Total 

Quantity 


Total 

Income 


Total 

Quantity 


Total 

Income 


Total 

Quantity 


Total 

Income 


Total 

Quantity 


Total 

Income 


10 


Africa 






400 


64,978 


763 


115,701 


771 


110,916 


1,935 


291 ,595 


11 


Asia 


165 


54,170 


592 


133,139 


469 


72,205 


343 


50,001 


1,568 


309,515 




12 


USA 


32 


4,408 


294 


57,031 


1,587 


239,197 


1,873 


270,273 


3,786 


570,909 




13 


Western Europe 


50 


11,111 






210 


32,850 






260 


43.961 




14 


Grand Total 


247 


69,689 


1,286 


255,148 


3,029 


459,953 


2,988 


431,190 


7,550 1 


1,215.980 1 




15 



















j\jS Quantity jJLl 9 ^oLoj ol I jujlOjuuu Ij o-*^ PO o^^ Lo^juo juLaJu 

.jl^jujlSu Data jJLs OjljuuIj CjuCXjuJ cu lj Years jJLs ^iLuu cu .jj,b 
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^ Microsoft Encel - Chapter 22 



J® Die Edit Vjew Insert Format Tools Data Wjndow Help 



J PivotTable T |Q| @ “i t 


% H 






A 


B 


C 


D 


E 


F 


G 


H 


1 


J 


K 




1 


Invoice Number 


(All) ~ 






















2 


Customer Name 


(All) - 






















3 


Date 


(All) - 






















4 


Quarters 


(All) - 






















5 


Months 


(All) - 






















6 


























7 




Data ▼ 


Years ▼ 




8 


Total 

Quantity 


Total 

Income 


Total Total Quantity 


Total Total Income 


9 


Market ▼ 


1996 


1997 


1998 


1999 


1996 


1997 


1998 


1999 




10 


Africa 




400 


763 


771 




64,978 


115,701 


110,916 


1,935 


291 ,595 


11 


Asia 


165 


592 


469 


343 


54,170 


133,139 


72,205 


50,001 


1,568 


309,515 




12 


USA 


32 


294 


1,587 


1,873 


4,408 


57,031 


239,197 


270,273 


3,786 


570,909 




13 


Western Europe 


50 




210 




11,111 




32,850 




260 


43.961 




14 


Grand Total 


247 


1,286 


3,029 


2,988 


69,689 


255,148 


459,953 


431,190 


7,550 1 


1.215.980 




15 





















Market jJLs cjuo-juj cu Ij Data jJLl9 ^ oljujI <jjI v>j jLSu olcp ^ cujjS 

(.CjljujI OJlajUU Oclc OLjuJU ijjl ) .Jl^juJiSu 



l5j3^uo J3 _)c> 





<w>L>luI J3Ji> l_; J^JLuu CL; . t 

j\ .ajjS CCS PivotTable JjjI j\& Format Tables 03SJ lS3j < HV J^uuSI ^ .T 



.jlsC vb^l lj AutoFormat qjujS Format LS3JU0 

.jlhS vGC 0 ^julJ^Ljuu <_sL& cujjS jl v_sCj .T 

. Jl*jS CCS OK '-S3J .£ 
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o J3 Jl> v-Su s-j b>r 

vl^l o J 3 Ij Iq> jl 1 

( v^l U us ^9 cuj>b ) jLiiS \j Ctrl + * .Y 

.j ujS v^l U File -> Set Print Area i_sla> T 

. JuJuljU Ij Lz> t 1 1 JuZiS jjljlLlU olcMJol lSIjJ 



cl>£j 



Cj-cU Ctrl + * Coljj jLujl9 t T 444 3 SV J^ua^l oljjjL^ v-sIjj 

^jvjo Page Field ^I&jJLs JjoLuj ^ 3 -juj c ixx^ v L^jI 




Oj 3 ^ 3 O^la^juul \JL jjljLjO JuJS j\ ,^>Q-juJ 



.AjuS 0^+^ U L-SV!^ c b*>Lj 




Options <»sl o^btx> ,p£ 

.JuuS cjLsluI <_Sj^sjo J 3 Jl> \j J^JLjj v-SL) 
PivotTable <^jj$ < PivotTable Jjj I ^ 
b juj £ v^l L> Table -> Options 
Table Options 5 ^jS dL)£ o^Jj 

.jLliS vL^jl OJuuj j\j ^3 Juo jl Ij 



Options <-Sl O^bto /*-£-*> 0^3^- 



L&^Jojuj U 3 Lpj^ji-«ju <-Sl^J J5 gjoc» E 

Format Options Ou0ouul 9 t_sl O^bfcjo Ij /x-fjo -vJsjo ijj] cu -bsJ>o Cjuo\Lc 

.JuuS L 

v Utiil 

TIT 
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'Col j 3 J-a-u^I ,jliJ3a>l 



jlhi 5 J3Jc>- U t> Lfc 0 

Oj-pb /)l5jLd> i_Sj<pfcj o J3Jc> _p tSld) Oib cb i3_«li 1 _s\jo vL^cLj <AJuj^ pjl vt^ijl 

cUjjS qjI vbtul .^j$ 3 OJu yjj hsis> ^>3_*JLp 1 _^jo ciPuuu ClS v_sOLoj 3 c Ljuu3^jb 

.ijljj v_s^jj 9>^5 -JjI tw>L%ijl lj Refresh on open c uj_>S Lcx_uj <^S v _soLoj 



cp*jL^> 0 
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File Edit View Insert Format Tools Data Window Help 


PivotTable ’ ^ |ffl| “1 *1 t ^ IT] 






A 


B 


C 


D 


E 


F 


G 




1 


Market 


(All) 




Customer Name2 


(All) - 








2 


Invoice Number 


(All) 




Date 


(All) ^ 








3 


Customer Name 


(AH) ,-| 














4 






















Data tJ 


l 


6 


Total Quantity 


% Quantity 


Total Income 


% Income 


Invoices Number 


Ave. Price Sold 


7 


Total 


7,550 


100.00% 


1,215,980 


100.00% 


39 


161 


3 

















\JU CjuOouUlS la>jJLs olSuo jjusti <^cL Down , Then over oj 3^> qj <\^suo c>b >uai 



( JluluJ Ij JCvJu ) .i 3 _«Ju v_S\jO l_S_><p«> J 3 Jl> <^aC> CjuCXjuJ 3 

.Ju^-juj ^jvjo 62 >l^ uLuju O33S Oj3^z) c\j LdijJLs 3 JuS ^j^lajuo 33J0 cu Ij ^JlC 

^jvjcxS JuuLjuul^ v-S^LiJ v-Sl&jJLs 3 ld> 0^1^ ^ kSj^^lo J3Ijl> Ij j \5 cSljj Ch^ 

.JuujL ^_5VJ0 Cjl^UuJ 



Oih J3-O <^Su jl IgJu ^svSLol kSj<p*lo d$Az> 

L J3Jc> 3^ 0 ^ 1 ^ .^jLuj /x^IjS ld> v-Sljj \j U9*! j-Jlil ulSuol iSjgszjo J$Jc> 

cULij-b Qj J3Jc> jLc>Lajj 3 Ju3_juj ^_5\jo qul^iK jjJ L s ucp* v-SL^juj3j 

. JUlS ^JVjO ju»uk^ U3-A-JUJ L jJcLjuJ CU jl l&jJLs ^JnjI>uL> 

J3_L> .Ju3-juj /xJqJu JuLj ^-Sj3>jo J3_Jl> i^l&jJLs t /x-kbuo ^-Sljj 

JLuo cSljj .JuujLj U3jLjuj 3 jJo-juj ^LdijJLs i_Sljj OJuuj i 3 jLu>Luj i-Sljl^ JuL v-Sj3>jo 

jib Qj ,jju 3 j 3 t JujLuuu ^jjLjuuuo jib cu jjJlil cSljj I j J3Jl> ^Sj t 

J3JL > 3 c CjljujI CUSL -XJ3j^! V-Sj3>j 0 J3J1 > jjjl CO ClS CjljujI ljL> V-Sl 3^ I^jJLjuJUO 

^jjjLjuuI jJ fJjJ^jS ^-Su 3 oLSLjuij3jS ^jjjLuul jJ ^-S I jJ ^JvSLol V-Sj3>j0 

.CjljujI c USLj Ju 3 j^ *_Sj 3 J*jo J 3 _L> ,jjI cu ^ Ijl> v_Sl ^jj 3 ^ oLSLjuu3j3 
.JujLuuu Ldi 0 ^ 1 ^ J3_L> j\ \j ^-Sj3>jo J3_L> ^JuiC> — Jj > olj 
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culilj L> v_ssjo ibul 0 ^ 1 ^ <jdjLujl jJ kSjQJZlO J3_)l> 

,^3-juj ^jvjo <\AAj v-SJu 5 CjlcL 3 0^3-J />j\J 0^1^ OjL cLjuj L OjUg-b 

cLtaSb* ^3>*3 jo i3ld> jl « cdiaSb* cu ld> jl v^^l v-Sljj 

t$jj 6 ^ 1 ^ ulxx-d> j\ oS v-SJuJl> ^SjQ^xlO v-Sljj ^ Llj 

■ JujlS O^I&jLjujI 




M 



<\->jj$j)j\$ JuuS ^b*jl I j JuJc> uSj3^uo ul Ju^l3> ^jxjo o£ JuJc> c_Su 

. JuJl^ V L%jjI 

. jjjS 

v boul I \j A1 J^JLuu . ^ 

.jujS v^jl L> Data PivotTable and PivotChart Report <^jj$ .Y 
.jl^S vb^ol U Another PivotTable or PivotChart cujj^ < Y jM .Y 

.jlhl 5 Next <-S 3 j .Y 

ibejl CtjuU^jlS lj (_S_;3JSlO J3-)l> /Xjuul .D 

.Jl^S vb^Ol -Ul 
.AjuS <SJS Next cS3j 
.Julio cu>bl l5j3^jo Cjl>Luu <3j .V 



PivotTable and PivotChart Wizard - Step 2 of 3 



Which PivotTable report contains the data you want to use? 



f Bookl .xisl5heet4!PivotTable2 



[Bookl .xls]5heetl ! PivotTable 1 
[Bookl . xls]PivotT able ! Pi votT able2 



13 

J 



Cancel 


< Back || Next > 




Finish 





vSj^ZXj 0 J3 Jl> <^Su j\ 0 Cjl>LuJ 

J3Jc> CjljujI qjI l_Sj3^uo J3Jc> jl ^jvSLbl <J>j3^jo J3ljc> :>b*jl <-Sljj olj qjjJ 0-bLuu 

.JujS v 3 jIjlSuiL> i_S L> 3 o.y>S Ij ^ 3 ^> 3 jo i_Sj 3 >jo 

. JuJcS vL^jjl Ij J3JL-AJJ ^Su| ^jJjl V-Sj3^HO J3-)l> ^ 

CLujS ol jl 3 vl^l U Select c LijJ^ OJljuU jU t-S^juo jl i JuycS 0^_IS CjljuuIj .T 

.JujLoJ v-j U^ol Ij Entire Table 
( i_s^$ ) . jl^ jLiiS \j Ctrl + C .Y 

. AjuS (wilful \j -VjJl> U cSL) .Y 

( LSjliliL> ) jLii9 \j Enter 3^ vb^l L> A1 J3JLUU .0 
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'Col j 3 J-a-u^I ,jliJ3a>l 



. OljujI c lxx^ ^ jjjJ3j 

.JluS vJfcjul lj L-Sj3>j 0 J3.il> V-Sljl^ <^jJ>juJ .1 

olSuo \j 0^3^ jl o^LqjljujI b Jl> oIac^ 3 Vt ^ ^ jLjujlS I j Ctrl jlJS .Y 

. JuJiS Ld>j Ij Ctrl 3 jj^3^ Axis' 3 AxjujSj l-S^Sj.^ 
/)btj| Ij jlu ^j3jo Igjl cS3j 3 OA)S ^jyS lj lSj3>jo J3.i1> jIS <jjI b AJI3J ^jvjo 



. Juj 5^ 



c l> 3 j 



■ JljuJ JLQ^l3> jSb^ ^Sj3>j 0 J3l.il> cSjLuJ 3J CAcb V-Sj 3>j 0 J3.il> lSu KSjluuJ^J ® 

Number of i-Sjuu 63jS j\ jS I juj iS o^L&jLjujI J?3^ u^Sj jl Jujl3j Loouj ® 

:>3>3jo l-SLq> 0^1^ j\ Jujkp ^jvjoJ Lxxjuj ^j3x> ,jjI .Ju^ujL 0.bjS O^lajLjujI Day 
v-Sljj 0^33 b Jub loouj ..LaS ^ 1 >jI i-SjSb.b lSj^uo J3.i1> ctloSl> 

.JlaS jo\j 3 \ JuJl> kSj 3^0 J3.iL> ^L>jI 




uS_;3^uo J3_0 v_Su jl Ldi Oil^> t^syljjlj 

<*Sb Cjl>Luj j\ Jl2j .Jul&j LpJ3jOjS b jlS gu j j\ I j Lo^juj l-Sj3>jo J3 Jlj> jl O^IqJLjujI 

^Ij>lLjujI ^Sj 3>jo J3.i1> jl Ij G ETPI VOTD AT A gjb jl o^la^juul b < ^Sj 3>uo J3.i1> 

.JUjLuUU Ij L.S I OJLC^U L_Slo> ,jAljljS jSb.b l-Sl& ClSjJ 3 0.bjS 

L-Sl& ClSjJ L-Sl& J3JL-JUJ Qj Igjl 3 L-Sj3>j 0 J3.il> jl l& 0^1^ ^IjJ^jLjujI L_sljj olj ^jjuLuul 

l& J3JLUJ ClS /XJjjiJ jlSj Ij L-Sl O-bLuJ L_sldi J3 J&jS o£ CjljujI qjI Ldi ^b^jl 

l_Sj3>uo J3-X> .Jul^^ Ju3ju l_Sj3>uo J3Jl> _p ^3>3 jo l_sLq^ J3JLUJ <=b l_S^Lc l_sLq^ Ij 

J3_x> l3jLjuj 3J 3 Ldi J3_x> Lq> .CjljujI b^ J3A> ^Sb 

J3_X> ^jjI l_S3j jl ciS uSS^b^ 3 l_Sj3>uo J3l_X> cIxxj^ ^ ^3_juj ^jljo cL^cb l_Sj3>uo 

.JulaS >b -Vjl OJuuJ ^L>jl L-Sj3>j0 



TL<\ 



www . IrPDF . com 



www . I rPDF . com 



http://amar 80 .blogfa.com 



Microsoft Ewcel - Chapter 22 



m File Edit View Insert Format Tools Data Window Help 



PivotTable t 


m goi m 


°I oz 


t 


«s m 





A 


B 


C 


D 


E 


F 


G 




1 


Market 


(All) 




Date 


(All) 








2 


Invoice Number 


(All) 














3 


Customer Name2 


(All) 














4 


















5 




Data t| 


I 




6 


Customer Name ▼ 


Total Quantity 


% Quantity 


Total Income 


% Income 


Invoices 

Number 


Ave. Price Sold 




7 


AIG 


1,122 


14.37% 


170,699 


14.04% 


5 


152 


3 


Amazon 


609 


3.07% 


113,939 


9.79% 


4 


195 




9 


Cisco 


1,266 


16.76% 


217,063 


17.35% 


5 


172 




10 


Intel 


309 


10.72% 


123,260 


10.55% 


5 


159 




11 


Microsoft 


979 


12.97% 


151,663 


12.47% 


5 


155 




12 


Motorola 


311 


10.74% 


127,957 


10.52% 


5 


153 




13 


Pacific Bell 


939 


12.44% 


146,221 


12.02% 


5 


156 




14 


MrExcel 


1,015 


13.44% 


155,113 


12.76% 


5 


153 




15 


Grand Total 


7,550 


100.00% 


1,215,930 


100.00% 


39 


161 


16 

















3 ^U>Luu j**su ■■**» <*£j 

o Juolji .JuuuU v _5v_o »_Sld> Oib JjoLuu Lfii Oili 

v_ssjo ojui D16 J^JLuu c t<eAij <*S 1,215,980$ : jl OljuuI OjLc ( jluulaj J^LaJu j2> Ij 

Juujj jihj cu JojuuQ j\ Jsu v-SjLjuj^J cb ,^3 -juj 

D19 J^JLjuU gjOC> -CjljujI OJuuJ ClSLol Ju J l> V^jjljuiJUO ^Su| ^ 

.JuujL ^_5vj0 

O-^Sj U J3-Ji> 3 ^jn^LuJo v-Sj3>jo J3-L> cb Ld> 0^1^ jl jJo_juj ^Sj 

<Jj| j\ O^LqJLjujI b LxXjuJ CL^clj JjCX-C <JJ I c Juu> .JuS ^JVJO 

.Jul ^b*jl l_Sj3^uo J3-X^r 

3 Ijlo cS^cp^jo J3 -)c> j\ \j Lfc CjljujI jl O^la^-jujl - Jj> olj 

AaS ^ IjJ^jLjuJ I 

.jloj ^I5u 3 0^^ MATCH & b L L, INDEX &b 
.jujj OFFSET gjb b k SUMIF gjb .T 

■ juJlS o^ldjLjujI GETPIVOTDATA gjb jl T 

■ JluuuU \j d: 5 ^IjJ^LiLajjI lSIjJ b-juui’I 3 jl O^LqJLjujL TT Ij jjLjCjUJ oL^iuZ>3^ 



To- 
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»Col j 3 u^JS-ol — ■ — = 

MATCH 3 INDEX 




LpJ^jojS ) . V Jul a 1 1 nS LOOKUP o^b> jl MATCH 3 INDEX csl^W* 

( Juui a 1 1 nS Lookup & Reference cu_^:> lsI^J^o > 



B2 H = =INDEX(ShPivotTable,MATCH($A$2,ColA,0),B$1) 





A 


B 1 


C 


D 


E 


F 


G 


H 




1 




2 


3 


4 


5 


6 


7 


3 




2 


Grand Total 


247 


123560% 


3,029 


293760% 


69,639 


255,143 


459,953 




3 




















4 




















5 


Grand Total 


247 


123560% 


3,029 


293760% 


69,639 


255,143 


459,953 




6 





















/kjuul ICjljujI OJuuj kSj^u o ^ CjljujI fi\j 3 ^ l-SIjL /> 3 ^ J()j0j3 



j ta_juu <*-sIjj - Co I A j\ CjljujI ojLlc A {j^jLjuj ^/xjuuI 3 CjljujI PivotTable 
PivotTable Grand Total o^> c^:> < />b*jl oljujp b oLljujL^O 

.Juuub Jc^jOjS l-SIjI^ ciSjj 3 Juujb *^* juUUO 



OFFSET 5 SUMIF vSl*Js*>9 

.jujiS b Ij OFFSET 3 SUMIF §jb 3 i juh o>_ujI t_sdL^ olj olj 




B5 jzl = =SUMIF(ColA $A$5,QFFSET(ColA,0,B1-1)) 





A 


B 


1 c 


D 


E 


F 


G 


H 




1 




2 


3 


4 


5 


6 


7 


3 




2 


Grand Total 


247 


123560% 


3,029 


293760% 


69,639 


255,143 


459,953 




3 




















4 




















5 


Grand Total 


247 


123560% 


3,029 


293760% 


69,639 


255,143 


459,953 




6 





















GETPIVOTDAT J>o > 

.CjljujI L_Sj3^uO J3-JC> U3j^ I \j l& ^IjJ^LjujI L_SljJ L /^3^L^1X) J()j0>9 <^Su ,jjI 

: JLud 

. JlaS ^IjJ^IiLjujI 1 HHA JLajJ O jl I \j Juolp J^JOjS 

! Juuub jjj ^>juj Pj J£jo>9 jLj ^j 3 x> ^Ldijj^juo 

Ld> 0^1^ JlLl 9 ^Oouul 1 jjkSZjio 



To) 
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El = =GE TPIVQTDATA("income",A5, "cust omer name","intel") 





A 


B 


c 


□ D 


E I 




G 


1 


Invoice Number 


(All) ^ 




| 


1 128,2601 


I 




2 


Date 


(All) ^ 












3 


Market 


(AH) - 












4 
















5 




Data t 




6 


Customer Name t 


Total 

Quantity 


% 

Quantity 


Total 

Income 


% Income 


Invoices 

No. 


7 


AIG 


1,122 


14.87% 


170,699 


14.04% 


1,122 


3 


Amazon 


609 


8.07% 


118,989 


9.79% 


609 




9 


Cisco 


1,266 


16.76% 


217,068 


17.85% 


1,266 




10 


Intel 


809 


10.72% 


128,260 


10.55% 


809 




11 


Microsoft 


979 


12.97% 


151,668 


12.47% 


979 




12 


Motorola 


811 


10.74% 


127,957 


10.52% 


811 




13 


Pacific Bell 


939 


12.44% 


146,221 


12.02% 


939 




14 


MrExcel 


1,015 


13.44% 


155,118 


12.76% 


1,015 




15 


Grand Total 


7,550 


100.00% 


1,215,980 


100.00% 


7,550 


16 
















J3_)C> 0 — T julSLajO 

yO-Q} L jjl&LO .^/OuU I + jJL_9 Y"I“Y jjl&LO 

.Jul cUjuuuI 3 /xQi cb 3 6 ^ 3 j CjLi> Oj 3 ^> cb 



. Cx92> J3jOjS ^Ld>JuLS£juO ^b < J^SLjuJ 

c6 o_ujl la> oib jJLs />b - Data _Field 

• OljuuI OJOjj < 3L_Ld I Ouoi-Lc b 

"Income" \Lo 

— J 3 jj> s^>>o — PivotTable 

.A9 — -X-ujb ^SVjO J^JLjU >-5b Jo.6-9 gJ>_yjO 
"Customer - jio m «_sl jj jJbs - 1 jJbs 

Name" 



"Intel" - Customer Name jJL9 ^ jojJ\ Cb - ) />jJ 



J3Jc> <=b jt^3> j3-b Qj .JuuS ^Sj 3>jo J3Jc> :>b*ul ,juC> .P U jl^j^ 

jI^3joJ jjulsJ CjlcLj i-Sj3^o J3-Jc> jJb 3 JuL ^juo Ju3jU 

.^3 _juj 

jI^3joJ CjxL ^-Sj3j^uo J3Jc> ul 3 v>lju ^>3 cbujS J^uaSI 

3 jJq-ajJ ^LoijJLS jLl>LuJ CLC3jOC^jO U Ij t-Sj3^lX) J3JC> ^ CjljujI QjI Jj> olj .^3 -juJ ^JUOU 
<jJL>Luj 3 jjJ Ls jl LxxjJj ^Sj3>jo J3-)c> cb Ov>S ci9Lbl />L^Jlq> 3 t JuJ^ U3 ^-juj 

. JuJlS o^LqjLjujI 3 ^> 3 

/> 3 ^ cujj^ < What kind of report do you want to create ouo^uas .p < Y jM p 
PivotChart Report ( with PivotTable report ) juuS v^I L> 

ToY 
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'Col j 3 J-a-u^I ,jliJ 3 a>l 



■ JuJlS Ju^S <Jjl OJuuij 02>l^ oL^t-yiO^J ( jjjLujI jJ Ij J3_)i> 




,Jj| .CjljujI OJUuJ ClSLol Chartl />b b <^Sb t Jul CU^LuJ ClS uSljJ 

.JuJkS CjlS^ ld>jJLs t-SljJ b jI^^joJ Qj 

jjAjS \j lfi> 3 jjulSJ <-Sj 3 ^X> J 3 JC> Ij ul jLl>LuJ 3 lo> JLJI 3 J ^JVjO LcXjuJ 

jjusij Cjl£.\j iSj^uo J3Jc> >i5> ..b>S Jl&I3_> jjuSLj j15^3> 33-b <=b -JuJ^ 

.^ 3 _juj ^jvjo Chartl jI^ 3 joj 




■iwaiMii^^ » |Mi f -m -1 -J 

T<±M 




Ofrt tyii I 





U 4 h . - JlWiri' ' / J^H / / y-*H I ^ I 1 — PTl | . fr*«J / **+&■ / Awjl I i H | 



>r 



0 ^3 _Ojo QjJu^r Ij '-Sj3-^uo J 3 -O c5u ibul 

■ JLajluJ \j Ifc 1 T 1 J.^1.9 



tot 
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'Col j 3 J-a-u^I ,jliJ3a>l 



rr j^s 




3 ->l 0 :> l-^ jLjuJ I 



o^b (H.P* JLJUj I 



J3ljL> 3^ 0^1^ ^jvjfcJjlojLuu cSljj Ij ^jJc^l 3 O3JL9 « t lO Ju^S 

Qjl (JjuIjujI jJ J3-L> 3 ^ Ij t-Sld> 0^1^ <-1^ CjljuuI ^Os^jO jL-juUU . JuiO > juj tl Lujl> I 

l _5vj3J> jLljuuu olilSuol . JuulS ^JVJ^JuLojLuJ ^jjJ3^> 3 tj^^CuJUO ^j*jU I5S 

jl O^LqJLjujI 3 jjJLs t i-SjLuu ! jjJtu ^jObtSuol Jl&I 3J> l^pjo loouj i_Sljj lj 

.v-Sj3J>uo J3I Jc> 

q£> JuuS o^LqjljujI j\ c\S juu S c i> 3 j J 3JL > i_sl& j\ ijjjjljZ cu^pj i-sIjj 

^jju Ljuj I jj \j v-Sloi .JjbjSjL J3-L> j\ \jj\ 3 c USij J3 Jl> j\ \j 0^1^ 

■ L_SJJu gjOJ> Joj-juJ 

! /yjuS O^lftjLjujI jjj j\5 v-Sljj Iq> J3J0 jB 3 gjl^ j\ c U3^c> ^ JLd>^ ^jvjo £uu J03J <jjI 

Lookup 81 gj^ JjoLjuj ,jjI uT uJul^jSjL 3 0 ^ 1 ^ ,Ju«ul2j J3X)jS 

b &JI3J qjI 3 * OFFSET 3 SUMIF gj^ < Paste Function .p Reference 
j\ o^lftjLjujI b l& J3Jc> jl o^lajLjujI .juujIj usv^jjl <-sl& ^^SLuiSu 3 ComboBox 

<Jj| V_ 9 ljLd>l j\ t-SjlAS OjLxXjuJ U3jLjuJ 3 ^JVjoLujI l ^L^Lil>I t l& J3 j0j3 

.JuJjL ^_5\j0 J -^9 



Too 
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U O^JLjuu cisLol 3 Lfi) 05b J 3 _Xj> cu ^jvjoLujI 

i ^ VjO L uJ I kj g\^JJ>\ 

Id) o:>b iSl&jJLs 3 lo> cob J 3 .lL> ^> 3 > :jlu 2 o u ^? 1 .av.>I ^svjoLjuI Ld> o:>b J 3 Jc> <~sIjj 

( /0 cjujI CjujOJ^I 3 j^j 0 ^jjLjuULU O Lz^IjuuO^J «J 5 ! jJ \j i Ld> ^/OcjujI i Ju^3 . ( Id) O^jLjuJ ) 

■ -XjuuuU 



li5> Oili J3Jc> cSljl.5 cSl^jj /xjujI cSu 

A 1 J3JLJU juL Ld> oib J3.lL> J3JLUU 0^3! -**b <bjj _p Ld> o:>b J3.iL> bj LpjJ 
JLa 9 JcjJLuU <J U1J3I Ojl^jcxdi ClS ^3 _juJ Cj-cU l& 0 ^ 1 ^ J3-Jc> <-SljJ ulSuO ,Jjl .JUujL 
OjLoouJ 3 < ^ 3 -*^ ,/* lo aq I^j^JLjuj 3 Ld>jJo_juj OjLoouj t JuujIj Id) 0^1^ J3-L> 3^ac A 1 

ClSLol jl _XSiJ ^ ^jO\J^LuJUO j3jJ jl 3 t ^3 _juJ VUjjO l& LpJ3jL*jJ 3 I&jJcLjuJ 

Jul Li^ <_5 VjoLjujI ^jOLjuJj j$j <^0 /jl^cid) Cb Iq> J3-Jc> ^ U3 jLjuJ L 3 jJo-juJ 

. JbS ^Sjj$ 



qj>^J 



1-SljJ .Juj3)Ju ,^I^Lil>I ^JVjCX-ajuI c 1^jJ CU JbutS ^JVjO V-Sj3^j0 J3-)l> L 

\ JS\ \ ■ A I A " - I 



•,l~: 




ciS^j cSl^jj /xjuuI cSu 

Select All ctcxSi <-S3 j c bLijl U jub vbcol Ctrl + A ^l&jub cob jLuo9 U \j <b,>j J5 
[^jjju^juj (ojb j\j 9 J3I O3J-J uj l_jl> Ouo>_uj j 3 3 ) _j lo >1) <_S\JU j 3 cb cSl 3 ) Jlu 5 v^>.».lf> 
30^ ^13 Names in workbook 15 L, ^>0^1 < ju£>^ ^LjoS \j Ctrl + F3 ^UjuJ 5 

.jub bJ 5 OK 



To! 
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'Col j 3 J-a-u^I ,jliJ 3 a>l 



Ld> 0^1^ ^3-0 «-5 )j J QSlB /x_jm <TL> <JL)jS& 

. Juj 3 ^ jLuoS Ij Ctrl + * 3 0^1^ J3-)L> Ij J3JL-JUJ kSj 

Names in workbook ^ L> l& J3 jl> /xjujLjl^^ jLixS Ij Ctrl + F 3 ^sl&jJS 

.juuS ^LJS OK CS33 3 ^jl3 



Ldi 0^1^ J30 l&jJLs 1 _5 vjoLujI v_ftj>S2J 

<jl/xd> jJLs /XjujI .^>3_«ji j O^-lol Oilo <-Slpj^ji-«ju CU Id) oolo j 3 I&jJLs 

Ld> 03 1 3 ; . J 3 Jo j3 Ij J^JLajU *Cj .^ 5 _hJ 0 i SvjO f?~ )0 CjQj—mJ J 3 JL-UU (j_Jc J J OS CjljuuI 1 SVJui-O 

jLii9 Ij Ctrl + Shift + F 3 <_sL3>jlJS ..x^i jLjoS Ij Ctrl + * lsUjlJS 30^ v^l 

v^I Ij Name -> Create i_sLi> cujj^ Insert lS^juo jl U -^3 
.jlhlS CLJS OK lS3j 3^ v^»l L> Create names in top row «ujjS 



IpJu J3JL1UJ v_Su <-Sl_3j /xjujI ^-Slj 

Ij 03 1 3 Qjs>\j 1 ( 0I33-C J3C uj ) juJlS vL=^jI L^jJLs jl j j 3 Ij J3-I— 

(ju ^>3 jLjoS Ij Ctrl + Shift + Down Arrow ^UjuK ) jujS vb^l c Lb3J>o jJLs 

.juuS ^SuJS OK <_S3j 3 jjjlS 3JI3 Names in workbook jolS j3 lj/>^J CL» 



i_^ J I qjuo i_slfi>j_la_juj O^Lxjuj Ij Ju .9 Q-J 3 J qsL 

3 JuS ^jvjo Ijlo J3-X3> <^jC> Cjucx_juj 03^-juj <j U1J3I 3^ Ij <jJuo b jIjlQjo v-Su VLOOKUP gjb 
yxdbJu 03^-AjJ OjLoouJ 3 ^ju«j §JoLqj j.b J3J-JUJ JuhjS jJ I j <-SjIjlqjo 
VLOOKUP gjb MATCH gjb jl 3JP3J o^LslljujI Lq^ J3-jc> ojuJj 

c IJLju .? 1 ^ ^3^>3 t-S^ 35 ^ ^_5\J I3JU0 ^IjlcI b O3-A-AJJ ^b Ld> 0 ^ 1 3 J3-^^ CjljujI Qjl ^jJLiljuiJLO 

.^3_juj J3j cu j 15 ^ 3 ^ 33-b Qj ... 3 uSjLuj sjJjjo jj\ bu jjusij jJb b Juuub 

ROW j.k lo ) \j ^^jvjOoujI . Ju-a 5 (? Li> 0^l^> 0 ISu b A O3-A-UJ Ij JuJl> Cj^jLjuu QU1J3I 



§jb t A 2 ^3^—^ .juj^ -^jls A 1 J3JLUJ j ^ 0I3JLC ^jjuo ^ 03-A-Ajj j>Io kk) QU1J3I 
JuJkS Ldi 0^1^ ol5ub 3^ ^3^>3 jo J3JL-JUJ T b Ij ^b.JuJkS ^13 l3 = ROW($A$2iA2) 
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jIJlQjO 3 JUjIxXjuJ ^JVJO uLSuO b j-LljuJ jl \j L&jJq-ajU L&jJq-jul) gjb 

cb gjb J3I j-sioo ciS Ju3-juj c L>3juo J 3 j 0 j 3 cu <\ s>$j b .Jul^jS IjjI 

.CjljujI OJuuJ ^JVjljuUU Cjj^O <\j j-l2ju0 3 CjljujI OJuuJ ^JLIojO 

ci^Ju 

LxX-ajJ CjljujI Q^JOJD .JJ S ^JVJO j$j <\j 3 O^jjCX-juJ Ij L&jJo-juJ ^l_XS2J j$\ O Qj) J^uO^I 

JuuS cisLol b <J)Jo Ij v-SjJcljuj b JuuS .jJLkS ^jjjLujI jj \j J3-)c> 

^JVJO J3 j CU Qj \j L&jJq-ajJ L_Sl& OjIcXjuJ j\£> °<J J^juoSI Qjl 

.JuS 

LOOKUP &U o 3j S 

u A>_».u.o cu^-b b Ld> Oib J3Jc> g 9 l 3 J3JL1UJ *Sj jl \j t_S;ljiajo LOOKUP gjb 63^ 

U J3JL-JUJ OjIcXjuJ 3 ^JVJO <Jj >9 MATCH gjb JuuS c l>3J .Jul^jS ^JVJO jb OJUuJ 

Jj J3JLUJ jljjix) Qj Jul^jS ^JVJO Jj J3JL-JUJ c Lp>'b 
! CjljujI OJuuij <Ju >£& <Jjl J^> ^ LOOKUP SJI3J jl ^JVjLjuJj ^9 

.JuI^jS ^jvjo jj gJolajuo J3-)c> 13 J3JL-AJJ kSj jl lj jIjlQjo kSj LOOKUP 

.JuLjS ^jvjo jj cJL> Iq> 0 ^ 1 ^ J3-Jc> jl J3JLUJ kSj jl lj jl_Xiix) <^Su HLOOKUP 

Jul^jS ^jvjo jj l-S^3jcxC cJL> Iq> 02 >l^ J3 -Jc> jl J3JLUJ kSj jl Ij jIjlqjo VLOOKUP 

.JubjS ^jvjo jj l_S^3jcx£: b ^jviisl cJb> lj J3JLUJ ^jyuujJ ojlcx^ MATCH 

i_5\j0 Jj Ld) dili jl I J jl JlQjO Cb INDEX 
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'Col j 3 J - a - u^I , jliJ3a>l 



LOOKUP &b 




cujuui jl jLix9 f> Shift + F3 iSl&juK 30 ^ vb^jul 1 3 J^JLuj ^Sui 

J^JLuj ^ 3 ^ L> =Lookup b .ju^ v^l U LOOKUP gjb * Lookup and Reference 

633^^ 3^>lS U^b OLajUU V-SljJ jjU Luo JuJb ) jLajIjlS I j CtM H~ A (JjULjljuJ 3 



( SJI 3 J Select Arguments <_sl 
! ^>3 J3JL-AJJ jl jIjlQjo OJubjSjb v-Sljj cLljujI^jo 3^ ulSuol LOOKUP gjb 3^ 

b c c Ls>b uLoj 3 > 3^ J3JL-AJJ kSj j\ jI-JlQjo ^Sj OJubjSjb 3 ld> 02>b c Ls>b ® 

J3I b v-SLuOd^ ctp^b jl jI-JlQjo <*-Su OJubjSjb 3 ld> 02>b c Ls>b ® 



Ld> 0^>l^> c lO'li '-SL» _jl jIjlQjo v_Su OAjl^_>S)lj 



Select t-sl oj 3 L>uo _pb \j o+° 9 ^ 

V-S 33 3 ( J> * b^ jjSZjJO ) JuJ iS L^ul Arguments 

OK 

v_9ju^U) Cju0u3 ^L>LajJ CUljujL^ijO 33-LbuO °<J \ ULuO 

t T 4 4 1 ^jjjjLo ) o £yjb <-0 (CPI) ojjlaS 

CLljujI^jO £Ujb CU CjuljuUU \j CPI c^xlp^ Jub Lxxjjj 

.JuJlS I-Jlo 

■ JlajuuU J^LjuJ \j Lq> ^Ujb OljuUlJ ! 

Y 4 4 1 ^ jjujLo olcptib &!jb cu ^ujb 

. T 4 4 \ jjjJj Lo \ j I GjljuJ I O j LlC 



0 Microsoft EhccI - Chapter 23 



Hj Fjle Edit Vjew Insert Format Tools 





A 


B 


C 


1 


□1/0 1/2001 




2 


02/01/2001 






3 


03/01/2001 






4 


04/01/2001 






5 


05/01/2001 






6 


06/01/2001 






7 


07/01/2001 






S 


08/01/2001 






9 


09/01/2001 






10 


10/01/2001 






11 


11/01/2001 






12 


12/01/2001 






13 


01/01/2002 






14 


02/01/2002 






15 


03/01/2002 






16 


04/01/2002 






17 


05/01/2002 






IS 


06/01/2002 






19 









T 03 
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LOOKUP 

v-juujj ^ jo LpJ^JLuj o^jcfcjo Y 4 ♦ } ,jjj;Lo Jlb:> cu Ujuo^I t LOOKUP gjb 

i JuujL ^jjljuJLU <\j QJjjuOs^ jl £U;b CLiuJI ) CjljujI ljuul Cb IpJLil j\ 

\ jIJlQjO JLo <Jjl jJ I j ul j\ jlX>S b Jjljj jljLQjO gjb .( ^juUjJ 

,:>3j vlfpr Y 4 4 1 jjjujLo 



qj>^J 

qjI jjJ 0^1^ 0^3-X>i x> 3 JuJ^ ^ LiS^b^ £3 j V>3jo 

(... 3 :>Ia£| Lfc ^ujb / £ujb ) .JuJ^ Jjcxc <=b^ 




gjb Lo> .LOOKUP gjb 




:>j 3 jo jl-^> ^ 3 b> <=l5 JuJl^ vb^l Ij J 3 JLUJ <^Su < J 3 I jJLl9 .vL 3 ^ LOOKUP gjb 
c l^bul Lj < Jujl^ U c bJ>b ^(XjuJ /)3^ jjSZjJS JlLl 9 .Juuijb < UljujI>jO <lSIjJ j-Lu 

/>b*jl 3 ^juuc> Ju^l 3 > ^_ 5 \jo ciS l_sI 3 oSjj \j &> j~o <-SlpJ 3 JLuu cLp>b 

( <=bJ>b ^Su Joii9 ) JuuS v btiil 

obtjub^j 

Int <jJuo C 2 J3JLUJ t CjljujI OJuuj ^jJjjO ^-S^35LZ> Oj3jZ> Qj ^ CjljuulJ kSj ^jybjb t-SljJ 

. AjJlS lj LOOKUP gjb D2 J3JLUJ .ju^S ^jub 1^ 

Y> 
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»col j 3 



c 1^juU 



^jvjLlqJI IbLaJ j\ o£ l (. 



Ij A4 Jc^JLuJ ) L-S^ CjljuJJU I j CiSCO ^jJuO J-juoS I 

/I Int ^jJuO j\ GjljuuI C_Sj I JlAjO 
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D2 



= LO 0 KU P (C2 , A: A) 





A 


B 


C 


D 




1 


Customer Name 






2 


AIG 




Int 


Cisco 




3 


Amazon 










4 


Cisco 










5 


Intel 










6 


Microsoft 










7 


Motorola 










8 


MrExcel 










9 


Pacific Bell 










10 













cSjlc^jo o 2>3J3tx> v_Su jl jl J lQjo ^IjjjtjLjujI : LOOKUP £jU 



E Microsoft Excel - Chapter 23 



File Edit View Insert Format Tools Data Window Help 

2 



E4 



=LOOKUP(E3 .Dates ,CPI) 





|a b 


C D 


E 1 


F_r ^ 


1 










2 




Dates 


CPI 




2 




3 




01/01/2001 


100. □□ 




03/15/2001 




4 




02/01/2001 


110.00 


1 


Il20 1 




5 




03/01/2001 


120.00 




120 




6 




04/01/2001 


130.00 




3 




7 




05/01/2001 


140.00 




110 




8 




06/01/2001 


150.00 








9 




07/01/2001 


160.00 








10 




08/01/2001 


170.00 








11 




09/01/2001 


180.00 








12 




10/01/2001 


190.00 








13 




11/01/2001 


200.00 








14 




12/01/2001 


210.00 








15 




01/01/2002 


220.00 








16 











(Jluluj I j J^Liuu)jLilA_>S i_5vjO jj T * ♦ \ (jjUjLo £u_;b lj JuoIjA jIJlSJjO LOOKUP &jb 

! CjljuuI OJLuJ iJLuO _jA yOoujI 3 A 

B3:B15 J^JLjuu d^ 3 jc«> — Datss 0 
C3:C15 J 3 JL 1 JU o±<)Aszjo — CPI 0 



m 
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} T). JlLLjjulq> J 3 J 0 i_Sljli ( D3tSS 3 CPI ) L^J_ 9 _L_>ju 0 ^ 3 Jc*jo 3 A 

OJuol O-iujJj CL^tLiJu CtS JuljuuL) (_j0 LuJlSL) J 3 J 0 (-Sljli JuL) O^JCfcjO 3 ^ .( J 3 JLUL) 

■ JljuuU Ca-uJj^ 




JluS LOOKUP ^jb l_^ ^a£juO ^-juU 

j ^ IS . ju^>a jLjul9 \j Ctrl H - A Jui5 3 = Lookup juJiS cub < jluS v_jL^ajI Ij E4 J^Lju . 1 

.:> 3 _»i ,_svjo ^Ib Function Arguments i_sl o^bto 
OK i^ 3 j 30 ^ vL^ul L> oJsl « Function Arguments «_sl o^b*© .pb p .T 
,^ 3 _uj ^>0 p>lb Function Arguments is\ opb*© plS .jujS dLJS 




. jujS vLioul I j E3 J 3 JLUJ Lookup_Value jj&lo p T 
.jlu 5 «-Sjljl»br lj Dates /x_»J 3 jLiiS L, F3 < Lookup_Vector jj&lo p .1 
.juj S 1^, CPI /xjujI 3 jlu&a _;Lujl 9 L, F3 < Result_Vector p .0 

. juJiS v5>.».I5 OK i_S 3 j 3 yoLoj lj ^b o I 3 -3 

CL-tjJij 

3^Ajuul> C P P.3 yjuj T * ♦ \ (jjujLo i_S3 Lujlo jJj&S l _sOfcjjb <-Sljj Dates O^ASIXJ p £jb 
Jb> . Juuijb ^JVjO T 4 ♦ 1 1 £Ujb -U^ Li^ L-9-^> Jo^juJ \Lol5 .Ju5 ^JVJO 

gjb ^ l-SjIjlqjo ^ 3 -juj ojuI^jSjj Income jJLs j-bbuuo JgJLuu jl cu^ju 

( C5 J^JLuu ) CjljuuI ) T ♦ ^jlc Jjl^ 



TIT 
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'Col j 3 J-a-u^I ,jliJ3a>l 



VLOOKUP &b 

ld> 0 .bb J 3 -L> v-SlpJ^jLjuJ jl ^jvSu J$LuJ ^Sj j\ I j jIjlQjo ^Sj VLOOKUP gjb 
gj\j v-sljuul V .juujU LOOKUP gjb c usb VLOOKUP gjb .jub^S 

OuOouJ \j jIjlqjo <^Sb VLOOKUP gjb .juujb ^jvjo ( ) Vertical qjzJS '<JLQS>lO 

Jul u&sxljujuo Lcxjuj ^yJ^jLJuu \j jIjlQjo 3 Ju£ ^jvjo ^u^ujs> J3-Jc> U3jLjuj <jjjJ 



■ Julv^S ^jvjo jj jJcljuj ulod^ b jibLuuo 



0 Microsoft Ewcel - Chapter 23 


jlpP] File Edit View Insert Format Tools Data Window Help 


F5 H 


= =VLOOKUP(F3 .Data ,F2) 




A || B 


LU 

□ 

U 


F 


□ 


1 













2 




Dates 


CPI 






2 




3 




01/01/2001 


100.00 






03/15/2001 




4 




02/01/2001 


110.00 






120 




5 




03/01/2001 


120.00 






120 1 


1 


6 




04/01/2001 


130.00 






3 




7 




05/01/2001 


140.00 






110 




8 




06/01/2001 


150.00 










9 




07/01/2001 


160.00 










10 




08/01/2001 


170.00 










11 




09/01/2001 


180.00 










12 




10/01/2001 


190.00 










13 




11/01/2001 


200.00 










14 




12/01/2001 


210.00 










15 




01/01/2002 


220.00 










16 















JI3-JUJ 

S' OljujI 0 ^ 3 j T 4 4 1 jjjJjLo 1 O 3 ^ ( CPI) OJuu^S 3 1 JiiLo 



( ■-^***■*4 L> JCuO ) .Juujb ^jvjo ^ Y- CPI JjJLo 



3^ ^Ujb < J3I 03 -a-wJ Ol 3^ c l^ OljujI OJuuJ Ijlu ^_5bL^uO 3^ IT 4 jl-XiLo 
O?! 3 ( Y* O ^jLo 1 £lJjb i_SOl2J CjuuuI OJuuU gUjb l_S3LuJLO b jjUoS lS2j) Cj_uuI 

. OljuuI cU-juuli _) 1_>9 lo *<) uLoiA b ^>Jobuuo Juuub 1 svjo CPI jj^Lfijo c lS />3^ 03^-juu 3 JlC 



nr 
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I J VLOOKUP gjb 

AjjS J3Jl> t_Sb>J JXjuJ I v-Su! 1 ciJL>^jo 

. _;Lujl9 \j Ctrl + * ^U.v.,.15 3 Id) o^b <J$as> \j J3JL1UJ v-SL) 

±j\$ Names in workbook jJLs ja L> /x_»J 3 < a+&a ^LjoS I L, Ctrl + F3 ^UjuJ 5 .T 

.ajjS 

.ajuS >SJS OK cs 3j T 

jujlS vub I j ^b; T 

( Ld> o^b J3 Jl> jA CPI 03jtjuj OjLoouO j .AjjS v_jub \j T 3 j_c 1 F 2 J3JL ^ ja . ^ 

3 = VLOOKUP Juji 5 v^juU ( J3jo_> 9 JI3J ) gjb JI3J vb^-il L> F5 J3JLUU .Y 

,_svjo Function Arguments «_sl .pb .a+&a jLjoS \j Ctrl + A i^lajuJb 

.^3 -uj 




lsIjj ciS ^lAiLo ) .jLyb v^I U F3 J^JLuu «( ^ 3 ! ) Lookup_value jjsll o jJLi _p .Y 

( ■ A^juJ 1 SvjO _/D bu I CLtJuU b*L0 U I 

Ij Data /xjuuI 3 oib jLii9 L, F3 jJb < ( i_s^>$a ) Table_array >,^0 jJLi ja .1 

.AjuS (_Sjli^jbr 

djLoaxi j .AjuS v beiil lj F2 J^jLuj i ( v _svj03_*ju ; Col Index num jjsllo jJLs .o 

.( Ld> o^b iJ^Assr jA U 3 j_»ju 

Til 



www . IrPDF . com 




www . IrPDF . com 



'Col j 3 J-a-u^I ,jliJ3a>l 



■JlajlS OK CS33 ."1 
. ) X* j\ o_ajuI o_;Lc T ♦ ♦ )/) o/T CPI jIjlcjo : gjli <Luujb&o guLJ 



0L7&M05J 

Jj&io uI^jlC CU l& Oib »-Sj j\ ( J^JLjU O^JCfcjO >-5L) L ) /X_ujl v-Sj |_S^3 

CLi—uU CfcjO Lq> d^b \j Iqj£LuJ ^IjLSJ J-juubl < ^(^>.iJ ._SVJO ^l 3 VLOOKUP gjb 

Ij l& J3-Jc> 3^ ^3^>3 jo t-SlpJ^jLjuj ^I_Xs*j j\ <-S I OjLcxjuj ^ JuJ^ QSi .JuS ^jvjo 

Jl^I 3> Uo-> />l J^uoSI Ijjj JuJkSLi ^[9 



Range_Lookup : jjlsjuo u-iuojL^r 




C\S OljujI l-Sj Jl£jO OljujI OJuuij C? l-SjljLfijO t VLOOKUP §jLj jjl&LO jJLl 9 

j\jB J 3 Jc> U3 ^-juj chJ$\ 3 jJq-ajj 

cjljujI ^jCLao <jjI cu <jjI (Range Jookup) />jlpc> u^h- ^ 

kSj Ijlu ^jvjo jljiibo b 1S3 Luuuo b jj£s >$5 jljiibo JLj^ J^uaSI 

lSjLu t JlajlSu Ij jlSLiul jSI. False JuJkS^ C_Jujb f)j l_£C> jjSLkJO t t Qjl 9^ \LolS ^j3jO 
\JLol5 ^j9j 0 VLOOKUP ^b.JLukS L-jUjJO A C^-CvjU (jjjLujI jJ Ij Id) ^1^ c l^ CjljujI^ 

^JVJO ^jJjjO jjX O 3 -A-JUJ ^jJL^I jl JlQjO L ^ 3 -JoJuO 



Tlo 
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MATCH & b 



Microsoft Excel - Chapter 23 



File Edit View Insert Format Tools Data Window Help 
2 



E6 



= j= MATCH (E3, Dates) 





A 


B 


c 


D 


— 1 i 


r 


1 










2 




Dates 


CPI 




2 




3 




01/01/2001 


100.00 




□3/15/2001 




4 




02/01/2001 


110.00 




120 




5 




03/01/2001 


120.00 




120 




6 




04/01/2001 


130.00 




3 1 


I 


7 




05/01/2001 


140.00 




110 




S 




06/01/2001 


150.00 








9 




07/01/2001 


160.00 








10 




08/01/2001 


170.00 








11 




09/01/2001 


1 B 0.00 








12 




10/01/2001 


190.00 








13 




11/01/2001 


200.00 








14 




12/01/2001 


210.00 








15 




01/01/2002 


220.00 








16 











ld> JcjJLuU Ij J^JLuU <*-aaJjJ OjIxXjuJ L OjLxjuJ MATCH gjb 

■( jJ Ij J^JLuU jljLQjO 3 ) JuLjS jJ CjljujI 0 .bjS 3 ^jLjuUL> 

/) L b CjljujI bi) J 3 JLUJ 0 ^ 3 -Jl^jO j ^> ISuO Jc^JLa, B 12 J 3 JLUJ! buO 

.Jul ojuJj ^SjIaIjoU Dates ( B 3 :B 15 ) 



JuuS i , l $ \j MATCH gjb 

ojuJj E 3 J3JLUJ T ♦ ♦ V \ o/T £ujb 

.CjljujI 

. JuJcS vl^jLil Ij E 6 J 3 JL-JUJ 
3 = MATCH vub l J 3 J 0 jS j\$j .Y 
IS.jl^ jLioS Ij Ctrl + A ^L^juiS 
,^ 3 -juj j&Ub Function Arguments csl o^L^o 
.juuS vb^ul \j E 3 J 3 JLUJ * ( ^3! ) Lookup_Value jJLs ^ .Y 
Ij Dates />oujI 3 jLjoS Ij F 3 juiS * ( ^>03^ ) Lookup_Array jas^ jJ Ls j^ .1 

.JLlaS v 3 jlj^ub> 

. jlaa^ ^laIS^ OK l_S3j .0 



Lookup value |E3 


51 


Lookuparray | Dates 


51 


Match_type | 


il 



= 36965 

= {36892; 36923; 3695 



= 3 

Returns the relative position of an item in an array that matches a specified value in a 
specified order. 

Match_type is a number l, Oj or -1 indicating which value to return. 5ee Help for 
explanations of the match types. 



M 



Formula result =3 



OK 



Cancel 



m 
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'Col j 3 J-a-u^I ,jliJ3a>l 



MATCH_type : jJLs 0 

._uf> {_?jo j^jybjjl 0^3-X^jo Ch^ U ^9 ^ jI-X-Qjo jjSZjjs ^jjj&q-juj 

£ujb {jj\ t JuujL T-O ^jjujLx) )Q £ujb Q-J9I ^>30 jIjlQjo t JLuo cSljj 

jjS&JZ -\JLkS kS$Z%jljulL> cSljJ \j 0 jIJlQjO .^jlju ^3>3 0^1^ 02>3 Jl^jO <JuU 

l-s!Jq.> vlfpr s^b ^ JuJu jlq^I3> Cjlc\j Jjo^c qjI JLuo ^jjI _p .juj^ VJ3 Match_type 

.Jul^ b #N/A 



INDEX & b 

j\ OJuuJ ^L^-JUULO O^LkjJ 3 jJq-uU ^blftj Jj>j0 3^ J3JLUJ j\ \j jIjlQjo <^Sb INDEX gjb 

. Jul^jS 1 & o ^ I ^> J 3 _ l > 




: -uS <^5 \j0 /xi^IjS Ij oLSuol jl INDEX gjb 



.Jul^jS J3JLUJ <^j jl Ij jljiibo \Sj jJL&b^ gjb jjSAo ® 

■ I J gC^jjO <^Sb ^ Jj ^30^3^ gjb jjSUj 0 ® 



©Microsoft EhccI - Chapter 23 
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A 



E 7 



= = INDEX ( Data , EE , E 2 ) 





A 


B 


c 


D 


E 




1 










2 




Dates 


CPI 




2 




3 




□ 1 / 01/2001 


10 D . 0 D 




03 / 15/2001 




4 




02 / 01/2001 


110 . □□ 




120 




5 




03 / 01/2001 


120.00 




120 




6 




□ 4 / 01/2001 


130.00 




3 




7 




05 / 01/2001 


140.00 




no 1 


[ 


S 




06 / 01/2001 


150.00 








9 




□ 7 / 01/2001 


160.00 








10 




08 / 01/2001 


170.00 








11 




09 / 01/2001 


1 B 0.00 








12 




10 / 01/2001 


190.00 








13 




11 / 01/2001 


200.00 








14 




12 / 01/2001 


210.00 








15 




□ 1 / 01/2002 


220.00 








16 
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iJuJuuJ \JL I j t JLiuO 

.JuujL l _ 5 \jo ld> J 3 J c> LSl^j^^uu v-Sljb E2 J^JLuj 

.JuujL ^jvjo ld> J3 _L> ^3^>3jo l_sLq^jJq_juj v-Sljb E6 J3JLUJ 

OljujI ^ 3>3 j 0 E7 J 3 JLUJ c lS oLljuuL^jO < \^LjuJ . JuujLl [^JZ> DStS Ld> 0^1^ J 3 JC> ^O^jujI 

.JuujL ♦ 



1^, ! oL-ujLauo Gu^i 

MATCH c, VL00KUP &lsi 

JuaS vi^l Lcxjuj ^ l 503 JLjuj jj 5> jl J 3 JL-JUJ <^Su jl Ij l& 0^1^ VLOOKUP gjb 

jjuL$2J CjljujI U^jljuJ Oj LcX-juJ CU J 03 JJJO c l^ Ij fiQ-uJ jjSLkO ^JvS^LjuJ Qj JuJ I cp ^JVjO 1 
OjLoouJ CUc^Sc^r LcXjuJ .5j\$ ^3^3 L*Jul Lo I JuuJj ^JVjO j]bj Qj 0-bLuJ JulT> 

<_5\j0 JUujU ^JVJO U3jLjuJ ^jLljuUU ^l_XS?J ^ J3JC> \j U3-A-JUJ 

§jb /) 3 -juj jjSzJjs Ij 03 ^-^ OjLoouj ^_ 5 n ^-^Ljuj ^ Juj I 3 J v-S^ C U3^^’ LoouO S"juJkS 

v-Sljj VLOOKUP ojuj^u SJI 3 J 0 I 3 J cu 3 ^L> jlj3 VLOOKUP 

^JvS^LuJ CU Ij JSLjUUO ^jjl J U 3 j ^JVJO jlSb 

. jujuS VLOOKUP gjb j-s^oo quuo 3 -juj b Ij MATCH gjb 



MATCH 3 VLOOKUP sjI^j 

.JulaS ^jljujL^jO MATCH §jb j\ OjIqJLjuuI b \j l QJQjljuJ jIJlS2J . 1 

.JuJkS gjb <^Su \j gjb 3^ .T 



I h: r[. a □ 1 1: C m c ■= I ■ EhM-Hr £5 



|9]0t B» 6WK Fyfr^ 


T^-b- OfU hrti 










L 


fl 


C 


V 


H 


_E C 


G 


H 


ACCRHrt 

] ■•.•rulitw ftttuunl P+diiiH 


Ffii. Jijfiirdry /LUJ] 1 eljmjv j!LTJ 1 n^thSffll Aurl2JUl MtreVOUl 


2 105 

3 adl 


■=.m 

Hjlvjtw 


Virnmn- 

l^HT-jl tTLl. 




f,8M 


W.^3 


x.Liyi 


iV,W5 

ft?a 


4 :tl;' 


rnfih^fnRpfvv!« Ojwr^ir^. 


S.EM 


1,767 


I.HM 




L,77fi 


LB !iw=! 


u^rtKs 


■^ooaral Bp. 


'JCK 


;i,&* 


S9? 




1,123 


6 jm 


■'k: ' 


"*c «■ .-d 1 r ip 




3.5TO 






^,Brai 


T 200 


A.ch'iftje- 


'jJWil Bp. 


-,'!—■ 


j.tc.-: 


1,233 


1,323 


1,251 


u 


hiBta. 


'jt5WTdl L^.i, 


J,+li 


L.'ATU 


2,«* 


Ml 


i.Jrt 


9 2H7 


riffle n- ^LffihiK 


i.VvjttViI Fip. 




35? 


Ifi? 




IM 


ID J.U 


Luj. 


Gwrdl Lrp 


■Hi’ 


CM 




JJb 




l| JfW 


TF'artvw- 


cjwtjsi rifi. 


(W 


9G7 






6F4 


12 2UJ 


Osprocmbon 


dmar^l b:-p. 


2£d 


sa 




2W 


2Stl 



T1A 
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»col j 3 



.JljujL 1^*0 V ^JlC Y* 4 ^ OjLo^juJ c \JL J^LjuJ 

3 ^jLuUC^ /)li i ^jLuUO OjLxX-ajJ Qj J03JJJO 02>l^ J3-)L> J3I U3 jLjuJ CLjuJ ” uLujbsJO 
.JJ33I b c U3jI j i-Slpj^Lo i_Sljj U3 jLjuj 03\Lsj 3 OljujI ( ubj 3 ^3 -juj) P8d_ 

.U^juuJ 0I3JLC ijJuO ^jjjLjuuI jJ OjLcXjuJ ^OljuU L^jO ULji^J 

.jL»j 5 cubbl l£> oib J$-\s>- Qj jj_u> oI^JlC v_SL» — cu 5 Li 
lj r**)/r/) oob El j^Lui .ju ^5 >J 3 1 j r* *)/)/) < di 

*-0 i O OJu—iuJlS *-0 \j lg_il 3 <w*b%jij| lj J^JLuU ^.^.JujlS 
usL^jlJ^ 3 vw*L?oul Ij LpJ^JLo .juuiS 1 _5V-S 1 lo >i< l_s L gJ^JL^j 

.:>3_»jj ,_svjo ^Ib Format Cells isl .pb <jlu 5>:> jLi»s [, Ctrl + 1 

b, Custom cujjS Category Ouoouos ^ 3 6^ v b^ol k, Number 
.x^ CLJS OK lS3j 3 mmmm yyyy jl^ v^b < Type jJLi _p .jl^S vb^l 

JuiS /xjujI 3^ ! 1 ol^jjo 

Names in Ouoou *s .p < jlus>:> jUaS 1 ^, Ctrl + F 3 i^La>juJ 5 < jujS V-lLsujI \j ) jicUuJ . \ 

.juj £ dLA 5 OK tSa, 3 Rowl jluS v^b workbook 
lj Ctrl + F 3 .jjjS v_«<b*ujl Ctrl + * cob jLuoS b \j l& .T 

. jjjlS dLl£ OK i_S3j 3 ajuS ^13 Names in workbook jJLs p k, Data ^LjoS 



j jS ^13 I j MATCH §jb : T 

.XfjS y^bcd \j A 1 J3JL1JJ 3 JjjS jb \j CjjjlS Cj . \ 

. T“Vl/i s*jb A1 J^Luip .T 
jJl£> ijLC <*S JuuS oSi ) . =MATCH(A1,ROW1,0) jl >jS ijl 3 \j &/b < B1 J 3 JLJU .T 

^/olsill i f) » lo » O \Lol5 ^)3 J 0 V-SljJ 3 ^_*jUL>^ b JuulS ^(3 l jjj 03 _«jU u 

. V ! cU-ajuI^o cUsyjij .£ 
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\j VLOOKUP : T qJb>>o 

. ^(3 A 2 J3JL >jj I j T * 1 <w>Ljujc> OjLoouO . ^ 

§jb jjsijjo (J_«j03_<ju . = VLOO KU P( A 2 , DAT A, B 1 ) aaS ijl3 B 2 J3JLJJ \j .T 

Jj9 ol p MATCH cb aaS v U^I L, ^ 3 !^ < VLOOKUP 

. V°\A1 : cujuubejo .Y 



gjlcp i£ ciJb^^jo 

3 = cjuo\Lc O3JU \j J3J0 jS «( MATCH gjb ) B1 J3JLUJ J 3 jo >3 j\$j ^ 

Cjuo^juu j 2 > ) .JuJkS 3 ^J Cjuo\Ic lS 3 j jjjuljljuJ jLjuulS Ij Ctrl + C lSI&JuJS 

3 <w>L%jul Ij B1 (jjuj.il j\$j 3 JlaaS yjlicjul Ij B2 J3JLAJJ .( J3j0jS 

.aaS ^3 Ij Ctrl + V ^.sL&AJb 

! Ad>l3> 3Jj^3J *J$Xij9 «-Sb v_Ss»LpJ <A^ejAi 

=VLOOKUP(A2,DATA,MATCH(A1,ROW1,0)) 

MATCH s INDEX &I9J 

_X j£ ^SU H jSZj /XjujS ! ) cdb^^JO 

■ IaQ^O j \j 3 CO LB I j ^(XjuJ JLajO Qjl j2 > . JlaaS B U^juuJ cSljJ I <^Su 



juaS ^13 b> MATCH gjb : T clL>>o 

.Ai_ib Oa-iuUlJ jl jIJlQjO cSu A1 (J^JL-ajU .Jj-b AlA> V-Sb .1 

. =MATCH(Al,ColB,0) aaS ^3 B1 J 3 JLUU .aaS <A^juub«) lj L&^-Lljuu il-xszJ .Y 

. Juuub 1 svjO H 3 AC c A_uj btX) £ t^sA*j 

Y ♦ ♦ V Vi : aaS ijl3 u >0 6^ A 2 J3JLUU jj> .Y 
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^jl3 I j — MATCH(A 2 ,Rowl, 0 ) gjb B 2 J^JLjuj j^ •AujS Ij Ipj^jLjuj .£ 

■ JljujLuuO V ^JlC CLljujL^jO .JuJ^ 



.u^S ijl 5 Ij INDEX &b : T qJb-jjo 

.cjljujI Tlo ^jlc c Lz^ju .Juj^ >>[9 Ij =INDEX(Data,Bl,B 2 ) gjb Cl J^JLuj j^ 



JuiS \j fZj\$j ! £ ciJb^^jo 



gjb b 2>jS Juj^I 9J> 02>LajLjujl = Ouo\Lc O3JU J 3 jOj 9 JI3J jl gjb <*-SLuk£b jl Lxxjuj JL> 

.JuJkS v 3 jlj^jL> IjjT 1 -SjSLp 

3^J Ouo\Lc l_S3j .AjuS = cjuo\Lc O3JU Ij MATCH gjb « B 1 J3JLUJ J3J0 j 9 jk^j jl 

^LjfcJuI Ij B 1 J3JLUJ ^jjJj^I t j\$j j2> 3 6^jS V^l^fcjijl Ij Cl J3J-JUJ (JjULjljuJ . JlaJcS 

jLioS Ij Ctrl + V ^sL^jlJS 30^ 
v_sL> cu Cl J3JL-AJJ j^ Ij B 2 J3JL-AJJ j^ ^3^>3 jo MATCH gjb b AujS o^IqjLjujI uLoj^ jl 

!^3-juj ^jvjo OJu^ jjj j^ ^jyu^jJ gjb .Ju^S v 3 jlj^ub> B 2 ^jjJj^I 
=INDEX(DATA,MATCH(Al,ColB, 0 ),MATCH(A 2 ,Rowl, 0 )) 



S Microsoft Encel - Chapter 23 



J® File Edit View Insert Format Ipols Data Window Help 





Cl j-J 


= = 


NDEX(Table,MATCH(A1 ,ColB,0) 1 MATCH(A2 1 Row1 ,0)) 




A 


B 


c 


D 


E 


F 


G 


H 


jl 


office supplies 


9 


345 












2 


April 2001 


7 














3 


















4 


Function in cell B1 


=MATCH(Al,ColB,0) 










5 


Function in cell B2 


=MAT CH (A2j Row 1, 0) 










6 


Function in cell Cl 


=INDEX (Tab le, MATCH (A 1, Co IB, 0), MATCH (A2, Row 1, 0)) 




7 

















Combo Box 

.J <j£ CLljujI^jO Ij U 3 jLjuJ OjLoouJ b JU-bjS ClSLol VLOOKUP gjb <\J Ij MATCH gjb Lxx_juj 
CUljujL^jO Ij LJQjljuJ 3 J^OukjJ OjIxXjuU b Ju^jS ^-LS LuO I INDEX §jb Qj Ij MATCH §jb Lxx-Juj 

CjljuuuJ ^Sj jl Ij 2 >JlC Juj I3JU oS ^3-juJ CL^cb COITlbO BOX jl O^IqJLjujI .J uS 
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MATCH gjb j\ o^LqjljujI cu i_SjLj ^ ^juj cLlcU j\£ <jjI .jluS v btxil 

. JlljujL c \jLajjIJu VL00KUP 3 INDEX §jl(p 0 ()jLjuJ OjLcX-juJ ^LiljujI^jO l-SljJ 



Ijlo jl f> Combo Box 

CUuj^ OJuuJ jb JuO jl .JuJ^ CjljuuIj ul t-S 3 j 3 I j lo^ljjl j\$j j\ u 

. JlClS 

v Ls^jl k, Forms 



Combo Box U jlS 

Aul ^.Su 0 IS jjQ) .GjljujI OJuuij CLjljuJJ^U COmbO BOX Qj l_Q) J3JLUJ 0^3-L^O j\ CjljuULiJ ^-Su 

OJuuj Juc^u Combo BOX cu /xjul ul c-£u.bj OjLcx-ajIj ^3-juj cj^juulJ jl 

,^3-juj ^JVjO CjljuuI 

: JLuo 

OJuuj cLajuuLqjo JLjuj Qj Cjuljuuu oLj 3 OljuUO _\_d)3 ^_5 VjO OLjuJU Jjj J^SLjuJ 

jj ojuuu (jjuu LoJ v-sldi cLlcIj Combo Box 0L0 j+jsu .oljujI 

■ JljuJ JLd>l(^> ctbc^jjjO 0 L 0 ujjLujI 
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jtfQ Eil e Edit Vjew Insert Format 


Tools 


Data Wjndow Help 


F fl 














A 


B 




□ 


D 


E 




<3 


H ■■ 1 


J 


K 




1 














2 




March 2001 ▼ 


ZZZ Company Inc. 














▲ 






















3 




April 2001 
May 2001 
June 2001 
July 2001 
August 2001 
September 2001 
October 2001 


▼ 




Profit & Loss 


» Stateme 


nt March 201 


D1 












4 














5 


















6 






Current Year 


Previous Year 




7 


Current 

Month 


0/0 


Y.T.D 


0/0 


Current 

Month 


% 


Y.T.D 


O/O 




Revenues 






8 












9 




Sales 


1,001 


90.75% 


1,014,015 


98.78% 


1,001 


90.75% 


1,002,003 


98.88% 




10 




Interest 


101 


9,16%. 


11,515 


1.12% 


101 


9.16'% 


10,303 


1.02% 




11 




Other 


1 


0.09% 


1,015 


0.10% 


rr 


0.09% 


1,003 


0.10% 




12 




Total Revenues 


1,103 


100.00% 


1,026,545 


100.00% 


1,103 


100.00% 


1,013,309 


100.00% 




13 
















14 




Operating Expenses 


10 


0.91% 


125,150 


12.19% 


10 


0.91% 


125,030 


12.34% 




15 




Gross Income 


1,093 


99.09% 


901,395 


87.81% 


1,093 


99.09% 


888,279 


87.66% 




16 
















17 




General & Administration Exp. 


17 


1.54% 


282,005 


27.47% 


17 


1.54% 


281,801 


27.81% 




18 




Marketing Exp. 


12 


1.09% 


164,780 


16.05% 


12 


1.09% 


164,636 


16.25% 




19 




Total G&A & Sales Exp. 


29 


2.63% 


446,785 


43.52% 


29 


2.63% 


446,437 


44.06% 




20 
















21 




Net Profit before interest 


1,064 


96.46% 


454,610 


44.29% 


1,064 


96.46% 


441,842 


43.60% 




22 








1 


0.09% 


5,015 


0.49% 


(1) 


(0.09%) 


(5,003) 


(0.49%) 




23 








1 


0.09% 


315 


0.03% 


(1) 


(0.09%) 


(303) 


(0.03%) 




24 




Interest 


2 


0.18% 


5,330 


0.52% 


(2)1 


(0.18%) 


(5,306) 


(0.52%) 




25 




Net Profit before Income Tax 


1,062 


96.28% 


449,595 


43.80% 


1,065 


96.55% 


446,845 


44.10% 




26 




Income Tax 


382 


34.66% 


161,854 


15.77% 


383 


34.76% 


160,864 


15.88% 




27 




Net profit 


680 


61.62% 


287,741 


28.03% 


682 


61.80% 


285,981 


28.22% 





28 
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Combo Box viJ <^9lol 
iJVJO Luj| 1 qJL>>0 

ijl3 A12 b A1 t-sLpJ^JLuu l_> j-udLuj^ b cugjlj (.slgjSilo .1 

Names in jJLi ^ jLc 9 lj Ctrl + F3 <_sL5>jlJS , juuS V_jl?fcjul \j lp_fi>lo OljuJlJ ■ T 

.-uiS kSJS OK lS 3 j 3 ^13 Ij MonthsList /xjuuI workbook 

^Oouul < ju_iio jLii 9 Ij Ctrl -I - F3 * s 1 ^ ; I S < ju_iiS v_jL^jul Ij B1 J 3 -I— ^ -F 
CCS OK lS 3 j 3 jjjlS i_,l 3 Names in workbookjJLs ^ k> MonthsNumber 



juJkS qsL^I <b Combo Box : T 

OJljuU j\j lS()jJO j\ 3 vSC-* jljujIj O I iS$j 3 ‘ -TsC Ij bii__)l_)jl ^( 3 ^ jl i_S'Sb ■ I 

.juC v^I \j Forms 

Combo Box . jujS jz-ujj c&jj JJaijuuuo Cj . CCS Combo Box 03 SJ ^ 3 j .T 

.OljujI ojljuu qjd 



Combo Box uSacKcu :T 

Format qj uj^ ojuuj jL cSccuo jl ^ jlacS cc_juuIj . ju_c? ^ btol k> Combo Box 

.JuC V^L^ljul Ij Control (JjULa-juJ . -XjuS [, Control 




YVT 
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\j F3 jJS Lxxji ) .j ujS vub I j MonthsList /xjujI < Input range jJLs ^ .T 

(.-LukS V-Sjl_xSulL> \j /XjujI ul j\ b jLuJl9 

.j ujS vub \j MonthNumber /xjujI < Cell link jJLs ^ T 
( ^svLjj ^s\jj ) .j ujS SJS 3-D shading jJLj .1 

,jujS OK >o 

I j J^JLuj jujI^j ^jvjo <jjI v-sljj Combo Box ^juuJ^LaJj cJL> j\ 

c iS jujtS c l>^j . jujlS vL^j! Ij olo ^-Sb 3 jb I j Combo Box oojuulJ JL> .juu^S ^jI^juI 

.^3-juJ ^JVJO 0^1^ uLuJU B1 JgJLuU V-SJuJC> oLo OjIo^juJ 



Combo Boxj± ^jooLuul U ^,15 osbl>o 

c i^ j>3-oou v_5^ cLlcLj Combo Box ojuuj v- 5vjoIjujI c bL ta juJ3 oljuulJ vJjb^JI 

^3-juj cLocb ^jj CjljuulJ v-SjLuj c_jJjjo ,^3-juj J3j cij jL^ 2>3J> j3-b> cu Lcxjuj OojuUuJ 

.^3_aJj ^_jujjo jjj Combo Box OljuULjJ 



Combo Box dj c_ 9 jl> 

.JuuS i^l^ijul I j Cut OJljuj jb L-S300O j I 3 OojujIj. JuJlS vj bo; I 1 ^ Combo Box 

O^JjlS La_«JuI CUxd> o9_X> 

i jiuS v_^L%jul Ij Object fljjjS ijLuS v 5 >.». 15 > Specie! *~^3 j * V: ^ **> ^Lins I j F 5 juJb 

,jul*S cSbJb Delete t_S3„) 3 OK v5^j 

l*J*L juJ L Combo Box ojIjjI /x*kju 

cJb> Combo Box Jb* .jloS <SJ£ cxjuJj ol 30^ v b^ol I j Combo Box cl» 
_;Lp^> ^1 1 svSij b l^j Combo Box o^IjpI ^1^9 (jojul^^ 

oLSuo cp Ij ol 3 -O-*^ v 5 >.».l 5 > Combo Box <-S3„> ^o> » b » > ol ojl«_«juiS 3 < ouj3^ 

.^3_»Jij /).j-b.».i ol oLSuo b Ju-pJlSb 
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Combo Box /xJqjj 



. juJlS Ij ol ojIjjI b Jujl^ ciSu Combo Box <333 cu Ij Alt JuJS 



Microsoft Encel - Chapter 23 P&l 



J® File Edit View Insert Format Tools Data Window Help 





A 


B 


C 


D 


E 


F 


G 


1 


January 2001 


3 












2 


February 2001 






March 2001 


▼ 




3 


March 2001 








4 


April 2001 






January 2001 
February 2001 


W 




5 


May 2001 








March 2001 


6 


June 2001 






April 2001 
May 2001 
June 2001 
July 2001 
August 2001 




7 


July 2001 








0 


August 2001 








9 


September 2001 








10 


October 2001 














11 


November 2001 














12 


December 2001 














13 


[ 













Combo Box 3 VLOOKUP y 

^Suj Qj \j CjljujI (T * * ^ JLjuJ jl p Q >juJ U ) 0L0 Vt ^JjoLjuU c lS (JIjuJ '-SL^_Q^LjO jl OljuULaJ <^Su[ 

.juj .5 Combo Box 



0 Microsoft Excel - Chapter 23 P&l 


i@] File Edit View Insert 


Format Tools Data 


Wjndow Help 














A 


B 


c 


D 


E 


F 


G 1 


H 


1 


Account Name 


P&L 


Consolidate Account 
Name & P&L 


January 2001 


February 2001 


March 2001 


April 2001 


May 2001 


2 


Sales 


Revenue 


Revenue - Sales 


(1,000,001) 


(1,001,002) 


(1,002,003) 


(1,003,004) 


(1,004,005) 


3 


Interest 


Revenue 


Revenue - Interest 


(10,101) 


(10,202) 


(10,303) 


(10,404) 


(10,505) 


4 


Other Income 


Revenue 


Revenue - Other Income 


(1,001)1 


(1,002) 


(1,003) 


(1,004) 


(1,005) 


5 


Car Exp. 


G&A 


G&A - Car Exp. 


5,001 


5,002 


5,003 


5,004 


5,005 


6 


Office Supplies 


G&A 


G&A - Office Supplies 


301 


302 


303 


304 


305 


7 


Computers Exp. 


G&A 


G&A - Computers Exp. 


201 


202 


203 


204 


205 


3 


Insurance 


G&A 


G&A - Insurance 


1,001 


1,002 


1,003 


1,004 


1,005 


9 


Audit 


G&A 


G&A- Audit 


1,101 


1,102 


1,103 


1,104 


1,105 


10 


Rent 


G&A 


G&A - Rent 


5,001 


5,002 


5,003 


5,004 


5,005 


11 


Flead Hunting 


G&A 


G&A - Head Hunting 


7,501 


7,502 


7,503 


7,504 


7,505 


12 


Courses 


G&A 


G&A - Courses 


901 


902 


903 


904 


905 


13 


Other 


G&A 


G&A - Other 


101 


102 


103 


104 


105 


14 


Utilities 


G&A 


G&A - Utilities 


1,251 


1,252 


1,253 


1,254 


1,255 


15 


Maintenance 


G&A 


G&A - Maintenance 


1,501 


1,502 


1,503 


1,504 


1,505 


16 


Taxes 


G&A 


G&A - Taxes 


951 


952 


953 


954 


955 


17 


Salaries 


G&A 


G&A - Salaries 


250,001 


250,002 


250,003 


250,004 


250,005 


18 


Legal 


G&A 


G&A - Legal 


2,501 


2,502 


2,503 


2,504 


2,505 


19 


Office Exp. 


G&A 


G&A - Office Exp. 


1,201 


1,202 


1,203 


1,204 


1,205 


20 


Cleaning 


G&A 


G&A - Cleaning 


251 


252 


253 


254 


255 


21 


Telephone 


G&A 


G&A - Telephone 


3,001 


3,002 


3,003 


3,004 


3,005 


22 


Interest 


Interest 


Interest- Interest 


5,001 


5,002 


5,003 


5,004 


5,005 

















AjJS t JuJkS v._j L^lu I I3 D 1 J^JLjuu . JuJiS 3 I I3 Igjfc Lo OljuUlJ i ) jJo-juU 

Ij Ctrl + C lsU>jlJS 3 jLiiS Ctrl + Shift ol >0^ co f, V O' CjuOouJ 3 b c_ i_pj> 

- L ; Si 0 jLDjl9 
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OljuJ I J t JLUkS L^ul I j A1 J$Luj . juaS yjlitJul lj CL) .T 

»_sl o^btjo .juC vL=^l L> Paste Special o-ucu jb lS^juo jl 3 joC 

Combo A^b : JJ:> .jl^S vD^ul \j Transpose <ujj$ < Paste Special 

.juuuL) i_s^3j(xc 0j3 ^> cp jul) Box 

/xjuuI < jLuaS Ij Ctrl + F 3 < Ipj^Lo o^ujlJ »_sIjj /xjuuI Cj »-sl>) .T 

.jlsC dLJS OK i_S3j 3 jaC ^13 Names in workbook jJLs ^ L, MonthsList 
MonthsNumber /uuJ < jLcuS L, Ctrl + F 3 <s{a>iA S < j ujS vb^ol \j B 1 J3JLUU .1 
.ju jS C .,.15 OK 30^ ^13 Names in workbook jJLs ^ L, 

OJu uj jb <^3JuO jl 3 JuJlS CjJC OljjuIj ul 3 v_)b*jijl \j Ujljjl jl3J jl ^jvSL) .o 

.juC vbs^il \j Forms 

.juC cisLbl «^>) cp Combo Box Cj < Forms Jjjl jl o^ 1 . 6 jl».)I b .1 
/jouul < Link to cell jJLs ^.juC ^13 lj MonthsList /uujI < Input range jJLs ^ .V 
btjol *"C jlC ) . jlcC v 5 >.». 15 > OK iS^j .jlu 5 aJs Ij MonthsNumber 

(_^oLjuijI I jCj L> l^j F 3 juJ 5 jl JUJI3J 

.jlsC vb^l L, Y ♦ ♦ 'i ujujLo ol jl 3 jU L, Combo Box .A 
ojlaJu MonthsNumber \Ls <*£ ( B 1 J3JLUU ^ T :>_u: : cuou) 



E Microsoft Excel - Chapter 23 P&l 
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Drop Down 1 = j =MonthNumber 





1 


2 


3 


4 


5 


6 


7 


3 


9 


10 


11 


12 


13 


14 


15 


16 


17 


18 


19 


20 


21 


22 


23 


24 


25 


26 


27 


23 


29 



January 2001 
February 2001 
March 2001 
Apri l 2001 
May 2001 
June 2001 
July 2001 
August 2001 
September 2001 
October 2001 
November 2001 
December 2001 
January 2002 
February 2002 
March 2002 
April 2002 
May 2002 
June 2002 
July 2002 
August 2002 
September 2002 
October 2002 
November 2002 
December 2002 
January 2003 
February 2003 
March 2003 
April 2003 
May 2003 



Format Control 



| ? 1 X | | 



| Protection | Properties 
Input range: | MonthsList 



Web : Control 



Cell link: jMonthNumber 



"31 

3J 



Drop down lines: p 




1^ 3D shading 




An abl 



□ 



W ® 



m m 



an 



1 - 



& m 



fir 
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Combo cu ciS uS^Iasj U ld> J3 Jl> cSlpJ^A-juu i!_Xai /kJdij 

jjI ojuC ju 3 jj Box 

Ixx-ajj c i^ cjljuuI ojLo^juj cb Jogjjjo Juuj jj^Uo MonthsNumbsr J^JLjuj qS V ^ jlc 

Y 4 ♦ \ ^jjujLo cSljj L& 6^1^ J 3 -L> 3 ^ jibJ vbsLul Combo BOX CjljuulJ 

3 ( Obj 3 ) P&L 3 LjuUL> Oj LxXjuU i V-jLjuUL^ fi\j V-SljJ O 3 -A-JUJ c LjuJ ■ JljuU b *1 JlC 

U 3 jLjuJ OjLxX-juJ t ^ JlC Qj| .Y 44 ^ ( jjJjLo \j Y 44 ! ^Lj^J IjJ V-Slgji>Lo L_slj U 3 jLjuJ CLjuJ 

.^3-vJj ^13 VLOOKUP §jb 3^ jjSLLO ^judb£-JuJ 0I3JUC Cb JuU j T 4 4 1 ^jjJjlo 
=VLOOKUP(B3,DATA,MonthsNumber+3) 



Combo Box 3 ^jubjjl < INDEX gjb 

^_5Ll93 I j 03-Luj O3 Lxxjuu JljujIj v__5vjo IjIS 3 l^I-jujT 3 <*^Lb£b Combo BOX jljjl 

Combo BOX cb J3JLUJ 2>3C>3jo OjLoouj .JuS ^jvjo cbLjujL>jo Lo cSljj t jbj ul cu 

§jb 3^ O3-A-JUJ OjLo^juJ cb_jujL^jo MATCH §jb juuSU CLuCb ol 3 LIjljujI OJuuj Ju3-*j 

bS^o INDEX gjb 3 VLOOKUP 
.jLiS Lo cb INDEX §jb jJo-aju ojLo^juj c^jjjjL^jo Combo Box jul^? jj 5> 

mJuuS o^Lol Y 4 4 ^ ujujLo 0 L 0 csljj \j jl ! lJLjo 

jluaS qsLol L^Lo jl i^jolajj^J ^Sb b I j Combo Box ^Sb t 03-Luj o^Loouj cb_jujL^jo csljj 
OJuJu Ju3^ Combo Box cb J3JLUJ :>JlC .JuJj \Ls ^-^5j -LuLocfc 

J3JC> I \j O3-A-JUJ Cb_jujL^jO Qj Lb J-juoS ,^3-juJ ^^5^0 i_Q a lo a X*) C^^J v3L^J3^-juJ b 3 LjljujI 

^JVjO INDEX gjb juLajuO U3 jLjuJ OjLxjuJ CjuftjjL> 3^ ijj\ 3 JuLjS ^JVJO jJ Lq> 

. JuujLj 



gjb jul 2 juo ^ Ij v^jJcljuj OjLxjuj JL-ukp ^jvjo cb3^b> “ OjLouuJ PjljuJ l^JO 

Account usljj OljuULlJ V^5b JLuaS ^SVjO LoouJ JluaS {jlDjS -XjlaS Cb_jujL^JO OljujI INDEX 

OljuULiJ ^jULju-ajJ 3 * ( CuujuULul v-sLpjul b B2 jl J3JL-AJJ ctc>b c B 03-Luj ) juuS kJujszj Nsms 
Y A 'i A 11 <5s jQjSZUS LoouU ! X ; 1 juxi) 1 SV-iSi— ajUUO Jl&LajU LoouO . JlajlS Combo BOX CL) ^L) \j 



TVV 
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]oi is Combo Box 3 Combo Box ^Lxai 

. CjljuULU ^JvJLxC ,Jj> dlj Qjl . Jujl^ V^L^ljul Ij C_*>IjuUL> ^CXjujI 



Ju^i9 cb uSybjjl jJLjujlu O b^uio^j l_sIjj .JubS IpJsJLuu cb 

* ■ < 



. JuJl^ I JJO l ^jJlUO t Y 



^ Microsoft Excel - Chapter 23 P&l 



J® File Edit View Insert Format Tools Data Window Help 



C2 _^_| = =B2&"- "&A2 





A 


B 


~~ c i 


D 


E 


F 


G 


H 


1 


Account Name 


P&L 


Consolidate Account 
Name & P&L 


January 2001 


February 2001 


March 2001 


April 2001 


May 2001 


2 


Sales 


Revenue 


iRevenue - Sales 1 


1 (1,000,001) 


(1,001,002) 


(1,002,003) 


(1,003,004) 


(1,004,005) 


3 


Interest 


Revenue 


Revenue - Interest 


(10,101) 


(10,202) 


(10,303) 


(10,404) 


(10,505) 


4 


Other Income 


Revenue 


Revenue - Other Income 


(1,001) 


(1,002) 


(1,003) 


(1,004) 


(1,005) 


5 


Car Exp. 


G&A 


G&A - Car Exp. 


5,001 


5,002 


5,003 


5,004 


5,005 


6 


Office Supplies 


G&A 


G&A - Office Supplies 


301 


302 


303 


304 


305 


7 


Computers Exp. 


G&A 


G&A - Computers Exp, 


201 


202 


203 


204 


205 


3 


Insurance 


G&A 


G&A - Insurance 


1,001 


1,002 


1,003 


1,004 


1,005 


9 


Audit 


G&A 


G&A - Audit 


1,101 


1,102 


1,103 


1,104 


1,105 


10 


Rent 


G&A 


G&A - Rent 


5,001 


5,002 


5,003 


5,004 


5,005 


11 


Head Hunting 


G&A 


G&A - Head Hunting 


7,501 


7,502 


7,503 


7,504 


7,505 


12 


Courses 


G&A 


G&A - Courses 


901 


902 


903 


904 


905 


13 


Other 


G&A 


G&A - Other 


101 


102 


103 


104 


105 


14 


Utilities 


G&A 


G&A - Utilities 


1,251 


1,252 


1,253 


1,254 


1,255 


15 


Maintenance 


G&A 


G&A - Maintenance 


1,501 


1,502 


1,503 


1,504 


1,505 


16 


Taxes 


G&A 


G&A - Taxes 


951 


952 


953 


954 


955 


17 


Salaries 


G&A 


G&A - Salaries 


250,001 


250,002 


250,003 


250,004 


250,005 


18 


Legal 


G&A 


G&A - Legal 


2,501 


2,502 


2,503 


2,504 


2,505 


19 


Office Exp, 


G&A 


G&A - Office Exp, 


1,201 


1,202 


1,203 


1,204 


1,205 



JuuS ClSLol 

/X-juJ l viu v-ftj^szj ! ) c ds>jjo 

Down Arrow + <_sL 3 >jlJS o^b jLii 9 3 A2 J^JLuu L lj Account Name c^uoJ 

jJLs L> IndexList /xjuuI 3 .x^ lj Ctrl + F3 v-G^ul Ctrl + Shift 

.jl jS £JS OK lS 3 j 3 iju£ vs»b Names in workbook 



JUjkS jD£ ^JLjuJ Qj \j C-iljuU-J cSi ■ V 

B5 b lj IpJ^JLuj 3 JubS jb ^ 3 _juj bb*jl iJjjjljZ ul Jlu^Ic^ ^jvjo <lS \j iSjjj\5 kSj .) 

.JuuS L%jjl 

.juj. 5 vb^l \j Validation cuj>S Data ^ 3 juo jl .T 
.j^ vb^jl L> List cuj>S Allow jjj 3 < juj. 5 vL^ol lj Setting £ T 

TVA 
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'Col j 3 J-a-u^I ,jliJ3a>l 



Ij AccountName /xjujI < i+&b jLcoS Ij F3 < ju^ v ^l L> Source jJLs .1 

<^bJ^ OK ^S$J 3 JjUkS v3jIJlSuL> 



vbifcjul I j /xjul 3 JuJ^ jb Jl2j cu B 5 jl l _5 J3 JLajj jib jb I j ^jybjjl CjljuulJ jib .0 

.JuJS 



Jl^S ijl 5 Ij INDEX &U :T qJb>>o 

. ( JuJu-u I j J^-juj ) JuuS bj\$ C 5 J3JLUJ 3^ I j INDEX gjb 

j3 Ioad cu ^jybjjl CjljuulJ jl vbfcjLil ^bji 5 u jl MATCH gjb juL&juo 

Ij i^JVjuuO ^JuJJj OjLoouj MATCH gjb . juulS o^La^juul OljuulJ jl joJiLi I ubbw' I jb cJ3^_juj 
J 3-Jc> j^ ColB u3jLjuj <jjI .cjljujI ojuuj Name u3jLjuj jb jjI bjS jj 



0 Microsoft EkccI - Chapter 23 



File Edit View Insert Format Tools Data Window Help 



2 



D5 



=INDEX(Data ,MATCH(B5 ,ColB ,0; 





A 


B 


C 


D 


E 


F 


G 


1 
















2 




March 2001 'W 










3 












4 














5 




Sales 


1 30,251 








6 




Revenue 


7., 425 ' 








7 




Employee Benefits 


1,554 








S 




Utilities 




SS7 








9 




Rent 




3,500 








10 


Advertising 




1,233 








11 




Sales Exp. 




2,665 








12 




office supp 


lies 


162 








13 




Office Exp. 




425 








14 




Telephone 




769 








15 


Depreciation 


250 








16 















,MonthNumber+3) 



Ld> jl ^jjjLujI jJ ld> <-SJuJ 

0I3J lC <\j 0 ^ 1 ^ J3Jc> jl Ij jljiix) <^Su IgJu ^jybjjl 3 Combo BOX jb I0J3 j0j3 ^juaSjJ 

Ju^iS ) L_S_)UU gjOC> ^jJojjuJ ^jjjLujI jJ Ij 6 b\b SUMIF gj b .Jul^jS ^JVjOjJ V-JjP? 

jjuSZJ Ij g^jjO ^jLuJ v__5VJ0 j^L9 Ij Lo OFFSET gjb .( jjiiUjLo^Juj 3 gjO^ t JLuuulJ Ij A 



YV^ 
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Jlq^ Lxxjuj <\j I j utSuol <jjI Combo BOX kSj cu cisLol 3 J3 j0jS 3^ 

■ JuJlS V_SJuU §jCX> 0 ^1^ J3.iL> jl <jdjLujl jJ Ij 0 ^1^ ^jOLujI CU ClS 

■ JuuuuU I j jJj JtSJuJ ! (JLlLO 



gxx> JLyd>l3> ^jvjo ^ 0L0 jib U Y* ♦ \ cucplj olo i_Sljj \j ubj 3 b^uuj /xjul 

(■ Juuuu U \j B O3JLVAJ ) JuukS lS J uu 



hk rmirfl Fki rl flni|^ 


rr n wj 
















ifob tyc-s 


wrdc*r Lift' 














A 


n 


0 


3 


r 


r 


0 


H 








CuiwitLik 1 Aik uimt 












li 


Arm inf- 


pm 


Nw IIP ft Pftl 


Lnipry 7001 


h l>3 j*' 1 1 .1 1 ' 1 / 7001 


VLwh 7001 


April -71X1.1 


A Lty 7H1 1 


2 


Sdlm; 


Rwvwiupy 


Ruwwiuy Ulirtrj 


ri.COO.DQl) 


(1.JC01.D02) 


£1.002,000) 


(l.QOOjOCMi) ri,COi.[Xi5> 


3 


IrAhriyj 


K rwnni ii - ' 


HiTiffWi'i - Cri tr-ritr.t 


(iO;jCr> 


(SQ.OT) 


mati) 


OMim? 




- 1 


Other income 


Revenue 


Revenue Other income 




(W 


(1,000) 






* 


Cr tip). 


(HA 


(HA * C.¥ fxp. 






b.im 


5.ICH 


S«T? 


E 


Office Ouccie-i 


GSkA 


O&a Office OjccileE- 


301 


X£ 


003 


■XM 


306 


? 


Crjrr^jj+kjv Erp. 


CHA 


C&A - CuirfijtLTv E;np>. 


301 


302 


201 


2tH 


306 


fl 


In^jjr^rinQ 


(HA 


i.'Hm yvir^riTP 


I^OCl 


l^»£? 


1,003 


l, im 


IAS 


y 


Audit 


S4A 


GU Audit 


1.101 


1,102 


1.105 


1.1m 


1,106 




HmE 


(HA 


(£iA - KmE 


Si 


Is.dL-' 


6,003 


$ t tm 




n 


Head Herring 


G&A 


G&a Meadhtnbng 


7,501 


7,502 


7.503 


7,504 


7 r 5C6 


1? 


CfcrSB 


■ 


(ha - ca^as 




M 


■m 


•xn 


=an 


33 


Other 


0 &A 


G&A Othi* 


101 


102 


10J 


104 


106 


14 


UUllIJL“- 


(HA 


(HA - Lfiilfliov 


1^51 


1,362 


l.S» 


1.261 


1 J 6 & 


15 


Mqrgprs.avp 


(HA 


CHa - Mslhtipruinrp 






J..3M 


L.&H 


1,305 


it 


T-aiifff 


ij&A 


1 jL-A Tstl^i- 


961 


962 


961 


954 


9^ 


17 


S 3 If* MB 


(HA 


(HA - '.-sA-rvy?, 






260,003 


23O,0CM 


2SCU005 


W 


Legal 


GSA 


iS&a Legal 


2,501 


2,502 


2.501 


3,504 


2,5C6 


13 


(Iffim hip. 


(HA 


(HA - (JlTk-r. ;|ap. 


l^OJ 


1.702 


J.itO 


i.irN 


1-205 




Clearing 


O&A 


O&a Cteanhg 


361 


252 


25J 


254 


355 



B U^jljuJ tSljJ /XjuuI V-Su ^ c lL>^>jO 

jJLs Ij ColB yooujl 1 jLii9 \j Ctrl -I - F3 (_sLd> jlJ^ < a^aS *_>L%jul lj B 03 ^— uj 

. OK ^53^ 3 aaS ^13 Names in workbook 



SUMIF&b : Tcdb.j.0 

I j jjjjjLoouj 3 ^-bu §jo^> i A . JulS §j&> Jojjuj ^jjuLjuuI Ijj Ij Ld> 0 c> I c> SUM IF §jU 



Function Arguments 



-5UMIF 



Range |colB| 


m- 


Criteria |b3 


^;| = "Revenue 1 


Sum_range |d:D 


:a= D;D 



= -1011103 

Adds the cells specified by a given condition or criteria. 



Range is the range of cells you want evaluated. 



Formula result = 


(1,011,103) 






Help on this function 




OK 


Cancel | 
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'Col j 3 J-a-u^I ,jliJ3a>l 



>*sjuo T gjb 

( oaIa J3J0 B o^jLajj ) ColB — Range — J3I jjs&a . ) 

( Revenue : o^> ) B3 - Criteria - />$* .T 
b csl cu^b qj| .( r* ♦ \ cu^lj c D o^kjj ) D:D - Sum_range - ^ jo ch^s-^ -T 

■ JLjuJ 11 fl 9-^ §JOO IojuuJ ^jjuLjujI jJ ol i_SLd> OaIa JuS ^^5^0 

C l I i t A i o 

jjJ ^JVjl^jU^JCfcjO Lol .CjljujI ^jJLc Joj-juJ ^jjjLujI jJ 0.bb V-SJuJ £00 t-SljJ SUMIF gjb 
Lxx_ajj t \Jb JUuo />loil gjoo cLob guj 3 > JuuI^j ^jvjoJ Loouj .AjIa A309 

cu \j gjoo cLob Juukp ^jvjo Qjg&y JL> .JuAjS gjoo \Jb cu T 44 ) cucplj jl b ^ OaIa 

( CU3JIJ olo ^b> cu ) jjulsJ Jj 33I b uSL^Lo cu cJ 3 ^_juj 

juiuL^J ! Jl&A ^ - 5VJ0 jjuSL) Oj3^ 0^1 b U3 jLjuJ OjLoouJ VLOOKUP §jb julSjuO ^^003-^ 
^Uo 52 jI INDEX gjb ■ JljuJ JL&I3O ^bliLoO O^LkjJ OjLxjuJ CAxb U3 ^-juJ OjLxjuJ UAh 

b O3-A-JUJ 3 3“b_JuJ CU J03J3JO OjLo^juJ 3 A LcXjuO . Ajb ^jj L juJUJ V-SjJ_Xj 

OFFSET O30 jl Jub JSLjuuuo Jo cSljj 3 OA3J <^SucxS JuuojLu SUMIF gjb 

.A3-JUJ OaLoJiLjujI 

OFFSET gjb : T <rJL>>x> 

j\ U3jLjuJ 3 jJcLjuJ OjLcX-ajJ ul ^ JubjS c tC>b <^Sb CU b &>>° ^b OFFSET gjb 

^JVJO A3-JUJ ^_5\jO OJubjSjJ ClS ^JN^OjjO .A3-JUJ <_5 \jO Qu»ul£J J3JL-AJJ QJJjlO b JgJLuJ <^Sb ,J^JjJo 
A33X) V-Sl^J3jLjuJ b jJcLjuJ OjLxX-juJ JUUI3J ^JVJO bxjuJ .A3-JUJ JjoLuJ b U^TjuJ J uj> b JJI3J 

. JuaS QulxSj b j-bj 




TA^I 
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J^JLuJ j\ ul jJ J^JLuJ V-Su j\ I j jI_JlQjO \JL J^LjuJ ^3 >3 j0 J^jO jB 

I'-PdO D4 J^JLuU .Juujlj I'-PdO O^jLajJ T 3 J~ Iq **J jSLaO ClJL^lS . GjljuuI OJuuJ Cljlj 

. JuujL 



SUMIF s OFFSET &b : 1 

.Jul OJuuJ t-SJJu §jcx> .b^juj ^_ 9 -sb jJ Y* ♦ \ cUcpI J jl l& 0^1^ « jjj OJuuJ J 3 X) jS 

=SUMIF(ColB,B3,OFFSET(ColB,0,2)) 

ulSuO ) jjulSJ I J ^SJuO £X)C> c bJ>b OFFSET gjb jjJ£iuO <Jjj 03 _juJ jJuSlj 

.juuS cisLol co Combo Box ^Sj i <jjI />b*jl ^.sljj .( 



Combo Box : o <&>y> 



Qj l _ 5 J 3 JLuj ^xjuoI .juuS ^isLiol Juuj qju&qj \Ll 9 t-Sj 3 -biJ L oj^ \j Combo Box v-Su 

.jucjIj ^jvjo MonthsNumber jui Combo Box 

Qj C\S ^jJgJuuU /XjujI . JuuuuU J$J0j3 I j SUMIF §jb jjSZjJS ^juUD^juJ t jJj J^LjuJ 

j| o Juuj j*d>Uo l^fcju I cjljuuI ojuuj ju 3 -aj Combo Box 



E Microsoft EkceI - Chapter 23 PBcl 



File Edit View Insert Format Tools Data Window Help 

a;- 



C4 



= =SUMIF(ColB,B4,QFFSET(ColB,Q,MonthNumber)) 





A 


B C 1 D | E~~ 


F 


G 


F 


1 
















2 


















3 


















—r 




J_ 




Revenue 


-1012206 






| March 2001 ^ 


3 




5 












March 2001 f 


— 






6 












April 2001 
May 2001 
June 2001 
July 2001 
August 2001 
September 2001 
October 2001 


pa 


— 




7 


















3 


















9 


















10 














r 




11 






















n 










1 1 









l _sO>>Sj L qj aS ^s^jo cIlcU Combo Box 3 SUMIF , OFFSET §jI 3 j 

. JuJlS Oilftijjul >-5 j Ld> Oili i-SJuj 3 3 ^r 3 obl5uol j\ Jujl 3 jij 



TAT 
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'Col j 3 J-*-^l lA>J30)I 



TT J^S 

Idi /5I3 



t JJuS c Ijljuj L^jo ^_5^oJ-C J^> I ^jjj Luj I jj Ij Igjo I3 *-S Ld> Gl> I j L O I jjJS LpJ^jOjS 

033^^ Financial c liLjuj^ jjjS clljujI^jo juuI^ U ^9-*^ 9 J-^l 9 

ksI^juSjj oljjcxdi cu I j s^I.9j j\ ^jnjLjuulJ jjj J^-juj .ju^-juj Ijlu Pasts Function kS\ 

kSI^juSjJ 3 kSjjljujS\s> kSIqJsLuJ \j L $J()J 0 j 9 .JuJuJ ^JVjO >0 13 CljLJujbfcjO < 3 ljJ L^J I jib V>3X> 

. jluuuu v__5vjo ^ ? b ) T isla^ki aa/ 3^ \j Lpjl 



f§| Microsoft Excel - Chapter 24 j 


S] File Edit View Insert Format Tools Data Window Help 




A 


B 


C 


D 


E 


F 


G 




1 


Functions 


PMT 


PPMT 


NPER 


RATE 


PV 


IPMT 




2 


















3 


Principal 


100,000 


100,000 


100,000 


100,000 


113,922 


75,000 




4 


Interest rate 


10% 


10% 


10% 


83% 


12% 


12% 




5 


Total No. of Payments 


36 


36 


36 


36 


48 


48 




6 


Monthly payment 


3,227 


3,227 


3,227 


3,227 


3,000 






7 


















3 


First Month Payment 




-2,393 












9 


Principal first year 




-33,057 












10 


Principal last year 




-33,610 












11 


Interest first month 












750 




12 


Function Syntax 


|=PMT(B4/12,B5,-B3) 


=NPER(D4/12,D6,-D3) 


= P V (F4. 1 2 , F5 , F6) 1 - 1 




13 


[ =RATEfE5,-E6,E3f 100 


=IPMT(G4/12,1 ,G5/12,-G3) 




14 


Principal first year 


=PPMT(C4/12,1,C5,C3) 










15 


Principal last year 


=PPMHC4 I2.I.C5 12,0} 










16 


Interest first month 


=PPMTfC4/12, 3X5/12, C3) 










17 


1 1 1 1 H 
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/>l3 cUtJujLfcjo gjlcp 

Rate 

^5-juj ^jvjo cLljujI^jo uT v-Sljj ^ v-Sl Per 

la> K^jlS J 5 Nper 
CjljujI ojuuj JL> cu b v-SjIjlqjo t I Pv 

CjljujI ul cu Jq^uulS <jjjJ>I Ou>I.^ -L^lj^ ^ J^lsJ b OJuul Fv 

1 b 0 ^1 jlxzI .juuub 0^3^ t-Sl^ul b 0^3^ v-sIjljI jul $j ^jvjo < ou>bj^ oloj Type 

kS[^Jj\ j2> OJuulS ^^LZ^IjuJUO jJLa£) JlC . JuljujIj cl*J>l.bj*! uloj OJuuS ^jUuSL) 

\yzj$ jS^> -Juuub ^jvjo 0^3^ t-Sljuul OJulaS Qu»ul£j ^ ^JlC 3 0^3^ 

O LljuJ L>uO ,^3_j»Jj v^JVJO c Ul 9 j^ jJoj jSL»£> 3 JlC ( ^ 3 -*-*-* L&j ^_5vJ L> jjSLLO j^> I ) 

■ JljuIj JLd>l3> />bul 0^3^ uSL^JjI 

PMT (Rate, Nper, -Loan Amount) 

.^3_juj ^jvjo />b*jl Oub' Jq_juul 9 uljjjo ju»J 3 Oub' cub jj I3 <^Su JoLuoSl CLljujI^jO 

J3*! J^>l ) lj JcljuoS jj 5 > uljjjo gjb qjI Juuub Oub' JcljuoS jj 5 > £jj oS ^jvjLoj 

.JuS c LjljuJ L*jO Ij ( ^ 3 _juJ + 

uljjjo . Jljuj b ^jvjO cULjuj ^Ljuj ^[9 OJuo 3 -JuJub ^_5 \j 0 $ 100,000 I3 <^Su J^l ! ULuo 
D U3 jLjuJ \Jb J^LjuU .OljujI OJLjuJ ^IjljuuL^jO $ 3,227 uljuidO 0L0 jji> Jq_juUl 9 Gl> 1^ 

■ JlajuuU !j 

PPMT (Rate, Which Period, Nper, -Loan Amount) 

Jq-ajuS U jJ LajJ I jJ ul c lS JulS ^LljuU L^JO OJuuJ 0 ^ 1 ^ *-SljJ lj ^ 3 ^ uljjJO 

.^3-juj cLljujI^jo Oub' t-Sl^ Cjl>I^j^ 3 Oub b 

U 3 ^>r -^ 3 ” c LjuJI . JuS CIjljujI^jO J^LjuUlS \j OJLjuJ CjlZ^I^j^ J 5 

.ul JjoLjuJ fijb 3 Juuub ^JVJO Ju^I JjoLuJ /x£> obo OJuuJ Jq_juul 9 



TA1 
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»Col j 3 lA>J3-°I — ■ ■ — = 

I^JOjS 3 < 1 * b A V-SL&j,b juJ t JuuuuU C I j lsL^JUx> 

IPPMT (Rate, Which Period, Nper, -Loan Amount) 

CLljujI^jO ,jjI .J uS ^JVJO CljLJujbfcjO OJuuJ ^^r^LJuJUO 0 j 3^ t-SljJ \j OJuuJ uljjJO 

.^ 3 _juj Oub Iq> ]cuujS uljjjo 3 

■ Ju S CLljuuI^IjO JcLjuoS OJuO ^JV-b \j OJUuJ OC>bj*! uljjJO gjli ,Jjl 

Ij oLljujL^jO (. OljujI Ol dj*£J 3 ^Sv jl -b-JuUl9 JuuJ c lS j 3 b ) 1 A ) 

.JuuuuU G13 Ij £ Gil J 3 JLUJ 

NPER (Rate, Pmt, -Loan Amount) 

J^JLuU \j JjJjOjS .JuS v _SvjO CLtjujb^iO €>j$J Ojb Cj (_SljJ \j Lfi) ^>1 JlSJ 

■ JuuuuU D12 



RATE (Nper, Pmt, -Loan Amount) 

^jvjo j\ jSu t 0 >£j Cl>j c L«LJujb*uo -JJ £ ^jvjo cLjLJuubfcjo ]ouuj 3 ^S\jJ I j bj-QJ £>i 

.JuujL vlsP^ Li JuujU cLLjujIju Jukp ^jvjO <jjIjjLu 3 JuujL 

■ Jj £ CLljuuL^IjO JcLjua3 I-Sljj Ij Oj^J CjljujI CjuIj Ld> JcLjuaS ^l_XS 2 J ^jOloj 

PV (Rate, Nper, Pmt) 

c£ J5 - .ju^U (v_sJ^9 jl-ULo) present value 0I0JS '■66^0 PV cuds 

.CjljuuI ibejl U<)jiS b ld> kumS <ZjS> 1 ^ 

.Ju£ 1 _S'jo <^j_»jjLsjo 0 >£j Oub' £_>j b Loi OL>b_^ j\ iSj-juj Cj I_j ^_$vJLsa9 _,ljLfijo 
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O^LuJ V^\L^JljuuI 



.Jluu^U jJj J^LjuJ \j ^^\bpJLjujl CLobjJ JLuo *<Sj 



0 Microsoft Excel - Chapter 24 



JlfQ File Edit View Insert Format Ipols Data Window Help 





A 


B 


C 


D 


E 


F 


G 


1 


















2 


Data 


Results 


Function Syntax 


3 




Cell Name 












4 


Principal 


Lean 


100,000 


Monthly payment 




3,321 


=PMTflnti2, NumPay, -Loan) 


5 


Interest rate 


Int 


12% 


Total Interest paid 




19,572 


=SUM(D:D) 


6 


No. of payments 


NumPay 


36 


Total Principal paid 




100,000 


=SUMfE:E) 


tt-m 
















8 


Function in cell B17 




=IF{ROWS{$B$17:B17)=>NumPay, 


,0,ROWS($B$17:B17)) 




9 


Function in cell C17 




=Loan 










10 


Function in cell CIS 




=IF(B18=0,0,G17) 








11 


Function in cell D17 




= IF(B 17 = 0,0,IPMT (Int/ 12, B 17,NumPay,-Loan ) ) 




12 


Function in cell E17 




= IF(B 17 = 0,0 ,PPMT (Int/ 12,B 17,NumPay ,-Loan ) ) 




13 


Function in cell F17 




= D17 + E17 








14 


Function in cell G17 




=IF(B17=0,0,Loan-SUM($E$17:E17)) 


















16 


Principal 
balance 
at the 

Payment beginning Monthly Principal balance end of 

Return Date number of month Interest Principal payment month 


17 


01/10/2000 1 100,000 1,000 2,321 


3,321 


97,679 


IS 


01/11/2000 


2 


97,679 


977 


2,345 


3,321 


95 3341 


19 


01/12/2000 


3 


95,334 


953 


2,368 


3,321 


92,966 


20 


01/01/2001 


4 


92,966 


930 


2,392 


3,321 


90,574 


21 


01/02/2001 


5 


90,574 


906 


2,416 


3,321 


88,158 


22 


01/03/2001 


6 


88,158 


882 


2,440 


3,321 


85,719 


23 


01/04/2001 


7 


85,719 


857 


2,464 


3,321 


83,254 


24 


01/05/2001 


B 


83,254 


833 


2,489 


3,321 


80,765 



!Ju3-juJ ^jvjoJ OJu.5 ^ IgJcjjO jB 

(.JuJjL <_5\jO C4 J^JLuU ^CXjuJ I LOAN ) =LOAN : jl c^J OjL^c C17 J^JLju J<)jo_> 9 
^iMti co 018 J^JLuu jl lj =G17 ! jl o>_ujI o__)Ltc 018 J^JLuj 

■ JuJtS 018 J$JLjU jl p Q )— «jQ U 0 O^jLuJ j^> 



191 Amortization 
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'Col j 3 J-a-u^I ,jliJ3a>l 



CjJL^jO 0^,3^ v^u U v^\L^JLjujI Qjoijjj 

i ^5^3^ °& CjljujI <jjI CjJL^jo 0j3^ v-Su L i-S^Lc ^\L^JLjujI CLobjj kSj qju C^laJ 

CjL^l^jJjU ^ ^3 -juJ ^JVJO Jll 9 /)l3 ^3J <Jjl 3^ .CjljujI oljJOd3> L Ju^dI CjL^l^j*!jb 

■ Jljuj &3>-^ jl >°b 

jl j 3 lo io ,^ 3 -juj ^_ 5 vj 0 pQ >juJ J 3 I 0 L 0 jl Oj*pJ 3 vIIjljujI 0 JLjuJ c La-jujL^jO ^Jji 9 jl Oj-fJ C* > j 

■ JuujLj JLQ-C jl _XSiJ 0 L 0 ChJ$\ ^ 3 ! olo 

qjI . Oljuuuu IPMT 3 PPMT ^LiSj jl£u lSI^J^jOjS JllaS c L>' 3^ U ^Jbuo jjj JiLj^j 3 ^ 

■ JUuijb ^JVjOU W-jljujLuO uIJulT> CjljuULU ^jJo^ Oj(^£U CLljujI^jO ^ ^JvjLoJ l^Jc^OjS 



g| Microsoft Encel - Chapter 24 



[BP] File Edit View Insert Format Tools Data Window Help 





A 


B 


C 


D 


E 


F | G 


1 














3 


I 


Data 




F 


Results 




Function syntax 


4 


Principal 




100,000 


Monthly payment 




3,227 


=PMT(C5/12,C6,-C4} 


5 


Interest rate 




10% 


Total interest paid 




21,162 


=SUM(D:D) 


6 


No. of payments 




36 


Total principal paid 


100,000 


=SUM(E:E) 


7 


Grace Period 




7 


Total grace 
period + no. of 
payments 




42 


=IFfC7=0,C6 J C6+fC7-1)) 


















9 


Function in cell C1G 




=C4 










10 


Function in cell D16 




=IF(B13<=$F$7,C13*($C$5/12),0) 






11 


Function in cell E1G 






= IF(B 13 < $C$7,0,IF(B 13 < = $F$7,$F$4-D 13,0 ) ) 


12 


Function in cell F16 










=D16+E16 


13 


Function in cell G16 










=IF(B16<=$F$7,C16-E16,0) 


15 


Return date 


Payment 

number 


Principal 
balance at 
the 

beginning of 
month 


Interest 


Principal 


Monthly Principal balance end 

payment of month 


16 


01 / 1 0 / 2000 1 _ 1 100 , 000.00 833.33 0.00 333.33 100 , 000.00 


17 


01 / 11/2000 


2 


100 , 000.00 


833.33 


0.00 


333.33 


100 , 000.00 


IS 


01 / 12/2000 

01 / 01/2001 

01 / 02/2001 


3 


100 , 000.00 


833.33 


0.00 


333.33 


100 , 000.00 


19 


4 


100 , 000.00 


333.33 


0.00 


333.33 


100 , 000.00 


20 


5 


100 , 000.00 


833.33 


0.00 


333.33 


100 , 000.00 


21 


01 / 03/2001 

01 / 04/2001 

01 / 05/2001 


6 


100 , 000.00 


833.33 


0.00 


333.33 


100 , 000.00 


22 


7 


100 , 000.00 


333.33 


2 , 393.39 


3 , 226.72 


97 , 606.61 


23 


8 


97 , 606.61 


813.39 


2 , 413.33 


3 , 226.72 


95 , 193.23 


24 


01 / 06/2001 


9 


95 , 193.28 


793.23 


2 , 433.44 


3 , 226.72 


92 , 759.34 
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lSL>j v^\L^JLjujI Qjoijjj 



OJuuij 0^3! Jq_ajUl9 jib jb OjJpJ 3 J3*! J-£>l P QjCX^jO CLljujI^jO C-SljJ buuuuU I J jjj kS\^]^OjB 



^_5VjO CLljujL^IX) jjj Oj3^> CU £jJ ■ JuuLjuUU^ fi\$ JoLjuaSl CjL>l.bjjjb C-SlgjLoj 

.JLuJ kSj jb j$j jJ /Xj^uULftJ ^JVJO ^JLsj 0>£J ^ ^JVJ l& j3 J ^l_XS2J ! ^3_JUJ 



E9 Microsoft Excel - Chapter 24 



1^1 File Edit View Desert Format Tools Data Window Help 





A 


B 


C 


D 


E 


F 


G 




1 






T 












2 


Data 


Results 


3 




Cell Name 






Function syntax 


Total 


4 


Principal 


Loan 


100,000 


Total Interest paid 


=SUM(E:E) 


419 


5 


Date Loan received 


Date 


01/15/2001 


Total principal paid 


=SUM(F:F) 


22,081 


6 


Interest rate 


Int 


12% 










7 
















S 


Function in cell C16 






=Loan 










9 


Function in cell C17 






=IF (G 16 =0, 0, G 16) 








10 


Function in cell D16 






=IF (B 16 =0, 0, IF (A 16 <Date, "Ck return date", A 16-Date)) 




11 


Function in cell E16 






=IF (A 16 <Date, 0, B 16 * D 16/365 * Int) 






12 


Function in cell F16 






=IF (E 16 =0, 0, B 16-E 16) 








13 


Function in cell G16 






=IF(E16=0,0,C16-F16) 








15 


Return date Principal paid 


Beginning 

principal 

balance 


No. of days interest 


Principal return 


Ending 

principal 

balance 




16 


15/02/2001 

20/03/2001 

22/04/2001 


10,000 100,000 


31 


102 


9,898 


90,102 


17 


7,500 


90,102 


64 


158 


7,342 


82,760 


IS 


5,000 


82,760 


97 


159 


4,841 


77,919 


19 






77,919 


0 


0 


0 


0 




20 






0 


0 


0 


0 


0 


o~\ 



















jjSZjJz <p 1 j ld> Jcljuul 9 c L*_*jjL^jo 

c_Sl& Cx>l^ jb Lcxjuj ^jvjbkp uljjjo Lxx_juj I j Olj-uO 

uljjjo 1 ^jn^LiLjuiju JjoLc JulT> cu JcljuoS jib jb uljjjo .bj\b cijLd^Lo /daJuo 

./>l3 Ojjpj £jj uljjjo 3 fi\$ CjL>bj^jU OJuo t fi\$ 
Lcx-Juij C-SljJ J3*! jljLQjO <jJL 9 jS yj£>J$ ^ JluI-Xj uLuJCxJol L c lSjjl b LxXjuJ CO ^-Sucx 5 C-SljJ 

j-ciuo cLjuj jl vjJjL^jo c_Sld> /)l3 t-SljJ J3 -Jl> <jjI olSu jjj J3 Jl> <\j c OljujI <jJjcdio 

uGSzljuLlo C^laJ uljjjo b j&jJbb jjuSZj I j c ^su 3 /xjjjS ^jvjo Oub' lj l&j^&juc) j\ 

olc\JJol v-sljj .OljujI ojuuj cuj^Ljuj Data ^ Data Table CS3JU0 jl J3 Jl> .b^jiu 

.JuuS <^>Ijjo j^l — Qs> i TO cu J3Jc> :>b*j| <^SuuiSu V>3 jo jb jJLjJjlu 

: J^jojd 3 l£> cob 

(.JluSO jjulSJ l-XS£J Ij ^JlC <Jjl JLukp ^JVJO LcXjuJ ) — Oub JoLuoSl ^l_XS*J 



TAA 



www . IrPDF . com 




www . IrPDF . com 



»col j 3 



.JuuuujJ J^LjuJ \j ? jV> kk) . $ 100,000 3 $ 10,000 ^JuU L ^5 OljjJO 0 ^ 3 ! 

.JuuuuU J^XjuJ 1 j B {JQjljuJ t %)* s %T 

‘ cLb ~ 0+°5^ 

^ jo Jo-ajul 9 jj3i kS\jj \j uljjjo gjb <jjI ,5j\$ j\jS B 6 J 3 JL-AJJ PMT J 3 J 0 jB 

D4 b D2 ^33 ^jvjo jLSu gjb cijLJujb^jo v-Sljj ^ LpJ3JLjuj .( + J3-! Ju^>l ) JuS 

.Juuub ^jvjo 

J3jo> 9 lo> o:>b 1J3JI2? d^JOjd 

^jljuu L^jo Ij cuLq^Lo l_S L d) Jclajul S uljjjo Juuj OJujob TABLE <3jIjiiLo j\ 
jljS jJo-juu 3 03 -*-*jj ^ 2 -jujsxlq §jb \S$ 3 j 3 l3julS£iuo 3 ^ .AJukS 

.Jujb 



VJ3 I^JLuj cu TABLE 0^33 b j 15 ^ 3 > 33-b cu JuJj OJujob TABLE oS uSjlAiijo jl I^Jc^jOjS 
cu \j gjb JuuLp ^jvjoJ Lo^i . =TABLE(D4:D2) : j\ c^J OjLlC J ^-xjSjJ ,^3-juJ <_5\jO 

c U3Sc> " CjuOouoS ^3^>3jo Jj>Ijjo Jub Lcx_juj .JulS I3 lpJ3JLuu 3^ /x-^-juuuo 0^3^ 

. JuJl^ cIsJLLlo I3 " S/xjJ^ :>b*jl j+s&jz 3^ b J3-Jc> 



E Microsoft Excel - Chapter 24 



1 ^1 Fjle Edit Vjew Insert Format Tools Data Wjndow Help 





A 


B 


C 


D 


E 


F 


G 


H 


1 




Data Table 














2 


Interest rate 




10% 










3 


No. of payments 




36 




f \ 

Function 

=PMT(D2/12,D3,D4) 

v ) 






4 


Loan Principal 




100^00^ 








5 














6 




3,226.72 


10,000 


40,000 


50,000 


75,000 


100,000 


7 


4.00% 


295 


1,181 


1,470 


2,214 


2,952 


S 


4.50% 


297 


1,190 


1,487 


2,251 


2,975 


9 


5.00% 


500 


1,199 


1,499 


2,248 


2,997 


10 


5.50% 


502 


1,208 


1,510 


2,205 


5,020 


11 


0.00% 


504 


1,217 


1,521 


2,282 


5,042 


12 


0.50% 


500 


1,220 


1,552 


2,299 


5,005 


13 


7.00% 


509 


1,255 


1,544 


2,510 


5,088 


14 


7.50% 


511 


1,244 


1,555 


2,555 


5,111 


15 


8.00% 


313 


1,253 


1,507 


2,550 


5,154 


16 


8.50% 


510 


1,203 


1,578 


2,508 


5,157 


17 


0.00% 


518 


1,272 


1,590 


2,585 


5,180 


13 


9.50% 


520 


1,281 


1,002 


2,402 


5,203 


19 


10.00% 


323 


1,291 


1,015 


2,420 


5,227 


20 


10.50% 


525 


1,300 


1,025 


2,458 


5,250 


21 


11.00% 


527 


1,510 


1,057 


2,455 


5,274 


22 


11.50% 


550 


1,519 


1,049 


2,475 


5,298 
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T /yjjS ibwl _>x2 io 3^ L 1 jJ3Jl> 



'JuuS ^jlg ^_9 jUqj0 Y b ) I J fi\$ CU t-Sldi 02>l^ A 

qS JuuS CaS^ B6 J^JLuj =PMT(D 2/12,D3,-D4) \j PMT gjb .Y 

.j uS OjLujI D 2:D4 v^LpJ^JLjuj qj gjb 



>0 13 uljjJO .JuJ^ ^3 PMT gjb J3JO jB Jjj B U3^-juJ \j 0>£J ^JiJLl^uO 

.Juu£ ±j\$ G6 b C6 ^-slpJ^JLuj J3-jc> 0I3 J lc jJq-ajj _p Ij ^.sIq* 
( \Jb PMT J^jojS ) jujS I j B6:G40 b 

.jla^ v^I Ij Table Data ^uo jl 
( ^0)3 cjIjjjo ) ^-»L^ijul Ij D4 J3JLUJ Row input cell Cju 0 ouUl 9 
( _L^j^ ) .AjlaS ^ bojl lj D12 J3JL0 Column input cell CjuCXjuoS 

. AjJlS c 5 LJLS OK (_S3j 




T 

.Y 

.0 

.f 

.V 

.A 



j\ gubj c u- =>, lj Otfl ^>3-0 csLpJ^JLuj lj Ld> o^li J3-)i> cuju J^uoSI 

.ili J ' 1 , ff)l3-> OLuUU cul^ J3 j0jS \j <^£lLc%jO jJ^lfijO v _5vjjj5ij l> 
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'Col j 3 J-*-^l lA>J30)I 



TO J^S 



What - if 



\j Lxx-juj L&jljjl Qjl ■ V** KKkCi) uUUO What if <-0 oS> CjljujI ^_ 5 Vj|L& ^lxJiSu l^Sljl-b J-juoS I 
\j LoouJ ^SjjS /XjjOu^U Oj-X 9 3 <-Sjb o\JlouL>l CLljujL^IjO 

! JLQi^ ^JVJO \j Jjj <*-jJUojO <Jjl .JjlQ^ ^jvjo ^jijuIjSl 

■ l& 0^1^ j\ O^ldjLjujI L ^jjjLuul^ j-Jbl />b*jl ® 

.^jlcp* I-XjU ^s\jj I^C^J-SLiljulIL^' j\ O^laji-jujl ® 

>u £> L> JojIj^uU Cjl^J ^JVjlgjkpr CH^^. ^OJUutf j\ O^LoJiLjujI ® 

. ^^jLljuj jljjl j\ O^LqJLjujI Ij t-S^L^uSl v-SlpJjuo ^b*jl ® 



( Ifii Oili J 3 _o) (jjuLuiO _j_JliI 

3 ^ i_sla> o^b J 3 Jc> viu Table v 3 J>b j\ <*$> oib tj-ih < Ld> f>\$ < YY J -^9 .p 

c*j>bjj <-Sl>/ \j Lpjl 3 ObjS JuJ^j l_> cL*_«jub»jo gubj .Juj5 ibsjl 1^ iSjj&Jjo 

,_S'jo 3 £>^ 3 j Oub _>*aijo v_SLi ul p ^ Juio ,_s\jo uLuaj dlo p> Jq.>jul 9 

. JuuiS 

Break - Even Point cu^b^o - ..v.,.,.,.,,) \j jjj : JLo 



192 Goal seeking 

193 Solver 

194 Scenario 
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E2 Microsoft Encel - Chapter 25 



liQ File Edit View Insert Format Tools Data Window Help 





A 


B 


C 


D 


E 1 


1 F 


G 


H 


1 


1 




















2 




















3 


Sales 








Sales - Units 


Sales 


Expenses 


Net income 




4 


Units 


3,000 
















5 


Sale price 


5.30 








=Sales 


=Expenses 


=F6-G6 




6 


Total Sales 




15,900 




2,500 


15,900 19,000 -3,100 


— 


7 










13,250 


17,500 


-4,250 


3 


Direct Cost 








3,000 


15,900 


19,000 


-3,100 


9 


Materials ( per unit ) 


2.00 






3,500 


13,550 


20,500 


-1,950 


10 


Labor cost ( per unit ) 


1.00 






4,000 


21,200 


22,000 


-000 


11 


Total direct cost 


3.00 


9,000 




4,500 


23,050 


23,500 


350 


12 


Fixed cost 




10,000 




5.000 

5.500 

6.000 

6.500 


26,500 


25,000 


1,500 


13 


Total direct & fixed cost 




19,000 




29,150 


26,500 


2,650 


14 










31,000 


20,000 


3,000 


15 


Net income 




-3,100 




34,450 


29,500 


4,950 


16 




















17 





















/>btil jl»U ^3^3 iljaJ £uLp j\ o_»J o^L £. Break - Even Point < Jjuo ^ 

j\ ^jLuUUU 3 JSO jji) , 33 ^-joJ Oili ^15 p 0 Id 0 n 3 /XjJLLjuUUO l_sLq^ c uj>i^ b ^3 _juj 

3 Juuj jlq) lc)j> oLSLjuj3 - >^ juoIj^ jjijuljsl CjlcIj Break Even Point ojuuj ^La-juj L^jo q lo o / 

oLSLjuJ3jS jjuuO Cj»xb JUuUjJ ,j2u3j 3 CO OJUuJ COljujL^IjO cjQii jl jJLXX^ L_S^I JlS2J 



£ulo .Jul OJuuj VJ3 A.C t-SlpJ3jLjuJ Ou0u3 3 ,j2u3jS ^>3^L> v^sldi 

2>Jk_C Y* * * ^1 JlSJ V-SljJ \j jjjJO CjIJmjO 3 OIjljujI OJuuj jj 5 >lb Cl 5 J3JL-AJJ Cbj^Ajjb^jO 

. OLajUU 

Ld> 0^0 J3-3c> v_Su 

( JUuo (JjJo jj ) . JjjS ^[3 \Sjjj\S Ij 1 jju3j 3 3 OucuS cp Jocpjjo <-Sl& Oili 

3 Sales /jouul cp C6 J3JLJU ! ju£>i u ^?L.a». , >I ojlPj <-slpJ3JLuj cp 6 <-slgjoU 

.jl p5 tSjl jlob Expenses /x_»J cp |_, C13 J3JL0 
■ Jpj^ 3 ^rp oljuulJ t <s » lo __>j F6:H6 >_sLpJ3-l— b >p <»sI^J 3 jo _>9 . T 



■ 6 b Ch! 1 


J3JL1JJ 


= Sales 


F6 


= Expenses 


G6 


=F6-G6 


H6 



.-PpS E7:E15 cu>U _,:> b ,_s03lsPuo i-Slp-P^^s iljksP .Y 

Y4Y 
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'Col j 3 J-a-u^I ,jliJ3a>l 



^13^3 ulj-uo U3 ^-juj /x_q} JuuS Q9^ .-LaS vb^jul I j E6 1 H 1 5 cu^b ^3^>3 jo J3_l> .Y 

.^3-juJ ^L^luI OljujI J3 j o - > 3 cSljh 0I3JLC jJo-aju yxo) 3 

.ju^ v^l Ij Table cujj^ Data jl .0 
.ju^ v b^jl l> B4 J 3 JLUJ Row input cell ouo^uas .p 

.juu^ OK ls 3j .V 



E Microsoft Ewcel - Chapter 25 



HI File Edit View Insert Format Tools Data Window Help 



Sales 

Units 

Sale price 

Total Sales 



5.30 



15,900 



Sales - Units 



Sales 



=Sales 



Expenses 

^Expenses 



Net income 



=F6-G6 



7 










8 


Direct Cost 








0 


Materials ( per unit ) 


2.00 






10 


Labor cost ( per unit ) 


1.00 






11 


Total direct cost 


3.00 


9,000 




12 


Fixed cost 




10,000 




13 


Total direct & fixed cost 




19,000 




14 










15 


Net income 




-3,100 





2.500 

3.000 

3.500 

4.000 

4.500 

5.000 

5.500 

6.000 



15,900 

13,250 



19,000 

17,500 



Row input cell: 
Column input cell: 



l?|x| 

31 



Cancel 



34,450 



29,500 



-3,100 

-4,250 
100 
950 
S00 
350 
500 
650 
S00 



4,950 



(JLiuO . Ju I OJuuJ 3_d)Uo J3 _Jl> F7 1 1 1 1 5 ^L^J3-buU ,JuuuuU ^JSLjuJ j^> I j ^uLaJ 

jIjlqjo .juujLj jl>I 3 TO 4 ♦ b Y 4 ♦ ♦ yjjj Break-even point qJgsu ojuuj qjj& 

.Juuub ^jvjo Jl>I3 YYYA ^3-s9^ 



Break - Even Point J^oj cIj qsl^l 

( H uc^jpju 03 JU ) .JuuS vU^I L> E6:G15 

.jujS <SJS ^IjjLjujI Jjj\ j\$j _p Chart Wizard 03 SJ iS$j .Y 
Chart type Ouoouus _p .jujS vU^jl L> Standard < Y jM cU^jo ^ .Y 

<SJS Next «-S 3 j 30 ^ vL*^l L> Line 
.jujS SJS Next iS$j , Y j\ Y c±>jjo .Y 
.p .ijjS vjU \j Break - Even Point Chart title jJLs _p , Y jl Y cdb^^o .p .0 
ojLx Value (Y) axis jJLs ^ 3 .jl^S vs»L U Units o_,Lc Category (X) axis jJLs 

.jlu^ Next lS 3 j -uiS L> Sales 
.jl^S kSJS Finish ^ 3 ^ , Y j\ Y cdL>>x> ,p 
. jujLoj <w>L%jo I \j Cut c Uu 3 < 3 r >lS CjLJuub < JuJl^ *_>L%jul l_, _,b 3 ^j .V 



Y4Y 
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jLujl9 I j Ctrl + V 3 JuuS I j .A 

^3-spj 3 Juj 3 ^ jju&j ^3> ol3^J^ cb Lj \j jI^aJ 



E Microsoft Excel - Chapter 25 




Goal Seeking j\ O^lfiJi-Juul U COjS Ijuj 

Ij l jJ3£^iio ciJLljuuuo ^Sj q>ujj JUJI3J Km s^o Lxxjuj t G03I Seeking ^SujSj j\ o^LqjljujI L 



v>3o c *s*ujj oS jlq^^ ^jvjo jJlqjI I j J3JLUJ ^3^>3jo jIjlqjo Goal Seek .JuuS clljujL^jo 

■ JujLuJ ^JVJO < J^uJ 3 j Ij <*-jJUajO <Jjl jJj t-SlgJLuO .^ 3 _juJ J^L> OJUuJ ^3 J3j0>9 <=0 QJljuJJ j]oi) 



i-SI^j jLu oIj^jo c I-huj 1 ^jo 



.^3_juj <^->3^3 Ju L J0I3 uljjjo JuJkS $50^000 ^3-^ (= ^f OJlljujj <^SljJ 

.juiL cs^o j^I 3 T ♦VIT ^Jlc 



-Mi E*^ G* *ir« [pid 




(p* ttt' 














1 _*_ 




B | 


0 


n 


F 


F 


a 


H 


1 






product 1 


Products 


PoEal 










_2_ 


|iJmtLv 




c".2z5s([[[:x 


mjoon 


57,500 










3 


Safe prke 

inrnrnr 




13 


15 




B I'lia.il WrL 




oral 




4 ; 




I'u'/illll 


-1 ' i.l H II 


Mir/iiBi 


St**** 


|jt*t 


3 




* 


DirtfiLl i-cra-t f un urrfl 1 


5 


5 




¥ii L *«: 


1 WHS 






& 


Lent of r|OCh"K 




ij^ao 


IMJjCUU 


VB fr’jOU 


i 

1 


^TT 




/ 


IlHlrC't 1 Ell'.l 




197,833 


J^/XI'k l 


-mjnh 


Bf Jrt^ptrq ccL 


\m* 
















B 


toljI com 




335,3 53 


^47,0511 


703,206 




n_ 






9 


Nrf <inrncnr- 




/ 


7jH/ 




















iy 




11 





TH1 
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'Col j 3 J-a-u^I ,jliJ 3 a>l 



Solver ! ld> Cju^3Jc%jo lA^3j 

^3-vaj qS oljujI olj^uo ^3-^ (jjl JI^-juj Goal Seek jl o^LqjljujI 3^ 

S^juujjj $50,000 jIjlqjo cu oLSLjuj 3 jS 

Jul^> <- 1 ^ JuJkS ^yDjB .CjljujI 0 Jljuju JLoJcl c lJLLjuUUO QJ I 3 ^ <- 1 ^ JuJlS 

Cju^3_X^uO JlaJlS c L*-pj Juj I 3 -VV 0 Olj-uO I/XjuJ j^I .^uljujIj c LLjujG CjU^Ji^jO 

Cl) 3^C> Ij CllljuUUO LcX-juJ t JuujLj CjuU 3 ^3 loQQ LxXjuJ ,ji»J3j3 CjuCXaS c 15lJuI b JU^jujU CU-jujL 

SGjS Jo 

v-sl& ^JLljuuuo t-sljj Ij vls^ JUI3J ^jvjo ^ ^3>*3 Solver />b co Add-in <^j J^uaSI 

Igjl ,jij3jS Cju0o 3 b ^I-Xszj Lo t-Sl& Ou^Jc^jo JLuo <jjI .JuS Ijlu Cju^3_Jc^o b 

.^3_juj ^ju^u juU 3 0^3-j J^uaSI sp> Solver juj^ -Jcujb 



T ♦ ♦ ♦ 3 <W JjuoSI .p Solver cu i)3J>o Add - In 

. jlu S <w>U«luI \j Add - Ins Tools ^3^0 jl . \ 

.jlui 5 pdS OK »-S3 j 3 -XjJjj cjuo\Lc \j Solver cu J03JJJO CLd .Y 

T • *T JjujiSI ji 

.^3-uu ^svjoJ j^Ub C*_juulJ _p Solver <\j Jo3j_>o ciobjj 
. jlu 5 vb*^l L> Add - Ins cu,p Tools ^3Juo jl . 1 
.p \J3xxa0 .jlu 5 Ijlo f> Solver.xla <0 lo&j* JjIs b juj .5 CJS Browse iS$j .Y 
. jjjlS Ijlu JL0I3J \j JjIs ojI Microsoft Office\Office\Library 

<SJS OK <~s$j 3 J^bjj cjuo\Lc \j Solver cu Joj^p) CLo .Y 

Solver L csld> 

vljP? JL1I3J ^jvjO OJuuj Jlxxd JojIj^uj .JuJu^ \LlS \j o\£-juj$jS < 3 ^L^uSI Jjuo 

.^jl_xSu jjj'b a 1 5 ..in 



Y^o 
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fP Microsoft Ewcel - Chapter 25 



j tjP| File Edit View Insert Format Tools Data Window Help 





A 


B 


C 


D 


E 


1 




Productl 


Product2 


Total 




2 


Units 


27,500 30,000 

13 15 


57,500 




3 


Sale price 






4 


Income 


357,500 450,000 


807,500 




5 


Direct cost ( per unit ) 


5 5 

| 137,500 150,000 






6 


Cost of goods 


287,500 




7 


Indirect cost 


197,853 297,853 


495,706 




8 


Total costs 


335,353 


447,853 


783,206 




9 


Net income 


22,147 


2,147 


24,294 




10 












11 














Solver ojJ^o jxAxu 

nJuuS \JL ^_9jUqjo I j 0^1^ 3 {jJgjQjS .1 

Ipjl Qj \j ^jvjcxjuj I .JuuS cjbsujl \j <J$joj 9 O3JJ ^^Lfijo »_S3 Lz>- eslpJ^J L ju .T 

CL \s>jx> LpJ^JLju ^1 l jjSb l_) LoouJ Jjo^E ^1 ) .JujS v_jbayj| \j Lpjl 3 

( jo5jI 3> Solver 

- Juui jl J lQjo cSljb ^ JuJkS <w>L?tijul \j i_svj L pJgJLuj Jq- 0-9 ctjtSkj 
i_^oc>jo o^b cSljb A 03^-juj O3-V '■ctJI ) . JuJlS vL^ol 1^) I ^ oib < -L*s> , \j 

QjjjS oT j\ 3 *_>Litjul Ij Special c lij_A - y* ^ ^ jLjua9 Ij F 5 (ojuujI 

.jl^S clJb OK cS3j .ajuS vbtol Ij Constants 

vb^ol lj Solver cuj_A Tools <_S3Juo jl .T 
. D9 J3JL1UJ JUuo »_sl_)j < ajaS I3 Set Target Cell ol&juui9 j^> \j v_9jLd> . i 

. jjjLoJ vb^ol \j Max cujj^ Equal To jjjsu. ^ .0 




Y<n 
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'Col j 3 J-a-u^I ,jliJ3a>l 



tsl>j ojL>l Solver co Ij o^b < By Changing Cells jJLs .? 

vb^ijl Ij<XjuU Jo-uU^J LpJ^JLuU (jjl \LS ClS Jj_aS c L>9J .JLajlS yjLitjijI Jdi>3 jjjJZJ CL^CjJu 

.JLil OJuii 

v _su> >£)Lb Add Constraint <_sl o^b^o .pb .jl^ CLJb Add i-s^ .V 

: l& J ojmi \J±j£ Q 3 La\ 
Ij ^^JLuu ujuj^l Cell Reference OuOouUlS j^> .1 
^ a£>I 5> ol Ij -xjjc> jIjoLo Solver <*S 
J^JLuu tjjj Ij _ > Joj cUqjIj .JuJiS 
<=, — , >—, Int, Bin) .Juj5 v^^jl $ >kj 

J QJOjS U Oi3JC%jO U iJ^-buU i 3JlC CL> JUjiS ijl^ OljjjIj OjuCX— uJ l_j Jo^_uO ^jjul*-juu 

• V 




( 



0 .bjS OK ^-S 3 j Ll Juul^ CI9L0I Ij ^-SjSLp t-Sl^ JojjuJ 3 JuukS C^LdS Add cS 3 j .£ 

.JjuLuJjJ />loj| CU Ij jIS 3 

Solver Results ^sl oj3b^o j^I^.ju^ Ijlu Ij b jl^ SJS Solver kS$j .A 



.JuulI JlQ^I 3 J> jJ^Uo 




oLJjj> .jujkS c^LdS Save Scenario ^-S3 j < 3 jjLljuj 0I3JLC cu v-dcpr ojjj>.b ^sljj 

. JuJuyU ^.aAO) v_5^I cS L^jUX-ajoS j^ Ij ^j3^0 J^ jjLaxLaJ 

.JluS vbstiil -u^ -^L^jI Ij Lpjl Solver jujl^ 0-^3 ^ ciS Ij ^jvjLp-jujjIjS ♦ 



Solver L ^bul 

.Ju 9 _»jJ ibsjl cLu uLo^d) j 3 .l 0 .ftj ld> ^jijjIjS 



T^V 
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lA 

.^5 -juJ CLajUuLqjO ^ 3 j^uJU 0 ^IJlcI L b JlQ^ JO <jaJuloJ Ij ^_sJLol ^IJlcI 



ld> CjU^JC^jO ^juU;lj^ 

■ JlQ^ ^JVJO uLuJU l& Joj^uU j-bu O3JU Ij Ld^jj^juO jl-XibO ojI 



LjuUC> 

OJuuJ JLcxd t-S CjU^3_X^jO CO CjuljuUU Ij OJuol CjljuJ-Xj Cjla-juJ LjuUO OljuUO I 

. JlQ^ U LjuJU 



Solver oLxJiju 

.ijjS <SJS Options Solver Parameters is\ o^b&o .plS ^ 
Solver i3ilpj_*JuLo vljpr j+*£-> Ou0ouo9 ^1 jb ^>3j>3jo <_Sla> _)l '-SL( jib j*+&j 

.Jk_«j ij Jl£)I^> 




T^A 
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'Col j 3 J-a-u^I ,jliJ3a>l 



cu 5 Li 

Jul^ju Solver c l^ ^3-JuJ C-a-C J Cj_ajjI (Jj^uOuO , ^ 6 l*> 1 n jjlC. £ iUj l_Slfi> Jo_)_iuO JUd 

jjj l^lg^bjkSb jl Ju5 I-XjU Ij CjljuUuI^jU SolVGT .Ju5 IjLU Ij vl9-^ 

!JuJkS O^laJLjujl 
■ X a ^jjULQ) IS Ij l_Q> ]ojuuJ ^IJlSSJ . \ 

]ojuuj <^Su o£ uloj jj5> .JuaS I^Prl Jojjuj t-Sljj jb jj5> Ij SolVGr .Y 

■ Jujjj j.Sb.b JojjuJ £^I>JUU Pj JuJU^juUj 

cJjjloI .p Solver 

3 ^ jSI .CjljuuI OJuuUU j$j CU 3 CjljuuI CIJLjujI^ ^£>3 Jt 2 J CU 0 QSZljujJ J^juoSI jl Solver CLobjJ 
J 3 ^ JL£ Jujkp k-S^° -A^aJL^Ju I ^ t-Sl c \J3jmjuj cLobjj cu jLj OJuj^u JjLuuuo ^j 3 jo 

._L»Jl^ ^Jbl^ Jjj OjLuJ jl Ij ClobjJ <jjI 

www.solver.com 



LljuJ 



3jjbLJuu ^-SlpJojS jjulsJ b Ij ^jv^Ll^jo < 3 b 5 > 3 JjljLJuj t-S^b^uSl Jjuo *Sj t-SljJ Jujkp \^° bxjuu 

I j v-Sj3^uo jjJ 3 Juukp ^jvjo Iq^jIjljuj .Jlu 3 ^ ,jijuloJ 3 OjuC>i 

. JJuS ^L^jI jJlJUlLaJ ^Ij^ 

Ju.d>l 3 > I J ^l_XS 2 J JuuS v&jS LcXjuJ t ClJLoLaO *Sj /)bfcjl <-SljJ t-SJJuIjS 

CjljuuI jji-pj t-S^b^uSl kSmXJj jiiu j\ LcXjuJ <JJ I Qj ^SjLjuJJ ClJLol&JO QszuJJ .Cjl > 3 j 3 

^Ijl2j ) .JuJl^ ^jvJuj ,jijLU Ij OJuul JuuIjS jl Qj^oJ c \uuJ Loouj 

. JlajlS CLljujI^jO \j ^bLoLs-O c U<t-uU jJ ^DjS ^LjuJ j^jjl jJjb O «ajO 3 ( jLbbU I ^{S 

CUbujJu ^_5VJUU • JuuJ -Xjj^l3J> OJuuob Jjj Oj 3^> CO i L^3 JjIJljuJ b i b^ 0^1 

<^_5\jo ^.SjlASuob jjJ ,jjjjJu 3 QjjJLpj Oj3^> cu Ij Ld^3JjbLJuj 0L93I . ^jJLc 3 Jq-*jj3Juo « 

. JuulS 






www . IrPDF . com 



www . I rPDF . com 



http://amar80.blogfa.com 



U>>S ClSLol 

.CjljujI OJuuj 6^3! cSl ubj 3 ^3 -juj CU .L>3Jjjo v-S^L^uSl Jjuo jjj 

^ jo ciJLjujjS v-Sloi 02>l^ 3 Ju 5 -X-J3J ^Sj ]clqS 

jIJlQjO l-Sljl^ Jul OJuuJ u&SZljulLO jjLajUI^ l> <^Suj ^630 U3jLjuJ ^ LpJ3JLjuJ ■ JuljujU 

^jvj IqJqjo jS t-Sljl^ B 3 C O3-A-JUU ( l& ^jyl^ijul jjl£. ) l^JLuu .JuuLjuul^ J3jo>9 O3JU 

l^S [j^J^LjuJ Qj OljuJ I ^_5\-0 LjuJ I j I ^JvjljuUlJ lS I j 1 3 E LJQji-JuU . XXX AjUffo £u LaJ c L|LjuJ Lz^jo l_S I jJ 

.OljujI OJuuj C 3 B 03-A-juj 



I j ^JVjCX-juuI t j\ JlQjO V-S 3l> t-Sl^JLuU 

■-^> *4 usy jLS uJ OujOs Ji>l 



<u£j 

(_SljJ loJL> jl j\ (_Jjb9 

cu Ij J uuuuU \j jJj J^LjuU - V'^ ^l^LOl 
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l^T] File Edit View Insert Format Tools Data Window Help 





A 


B 


C 


D 


E 


1 




Week 


Year 


Cell Define Name 


2 


Average income per customer 


34.78 


A verage_ income jser_customer 


3 


Direct Cost 


30.12 






Direct_Cost 


4 


Gross income 


4.66 






&ross_income 


5 


Average number sales per month 


33,759 






Average_number_saies jser_montb 


6 


Gross income - week 


157,317 






Gross income week 


7 


Gross income - year 




8,180,481 




&ross_ income year 


3 












9 


Fixed cost 










10 


labor 




3,494,046 




labor 


11 


Rent 




1,635,511 




Rent 


12 


Depreciation 




453,305 




Depreciation 


13 


Advertising 




291,647 




Advertising 


14 


Office exp. 




496,944 




Oft]ce_e>p, 


15 


Other exp. 




1,295,828 




Otber_exp , 


16 


Total Fixed costs 




7,667,281 




To tai_Fixed_ costs 


17 


Net income 




513,200 




Net_ income 


18 













^jvjoLuuI ; ) ^JL>jjo 

3 -4^ ubul l_, B3 J 5 JL 0 U ! J^Luj vij i5l jj jxmj I vjujAj uSl jj uSJUl9 jj 

L 3 ^3-aJul.jo ^Ib Define Name «_sl ^ 15 _,Li»s t, Ctrl + F3 ^UjuJ5 



£♦♦ 
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'Col j 3 J-a-u^I ,jliJ3a>l 



OK CS 33 ^ L^jljujlu Ij Direct Cost ^os-ajuI A3 lJ^JLajj oI^jlc jl o^LqjljujI 

I J ^JVJoLuuI OljuULiJ ) . OljujI.5 Ij J CO> 3 C l-Lz>L9 ^JqS jj5> ^J-juUlS 1 .JuuS 

( ■ JluuuU \JL D O^jLjuJ 

U^jLjuJ Lj uI^jlC jJo-juJ U3^> 2>3J JjfrKptj jJ^JO 1 ♦ ! W V-S Ldi jJo-juJ ^J^JO Jjl9jJ <jjI 

B 1 0 1 B 1 7 cu Ij A10:A17 i-sLpJ^JLjuj t <jjI .jjI ojuuj Ijl> v-sLpJ^JLjuj j\ 

B 1 0 1 B 1 7 ^SlpJ^JLuJ (JjULiljuJ . JuulS O^LqJLjuuI <1_Sj I JlSuO 1) V-SljJ IjuUUO jI . JujiS 

. JuJlS u9_Xj> Ij CIaSj^X) 

B10:B17 cu A10:A17 jl as^ : jluuuu i^lgJ^JLuj i-SjIjlSLoU wSI^j iSju9jj 

.plS 3 ^ . ju_d>^> lj Ctrl + Shift + F3 .jl^ U B10:C17 ^l^JLuu 

OK ^ 3 ju^ vl^ul Ij Right Column cu b&jjo ^Lj Create Names ^sl 0 ^ 3 1 ^0 

X . .< 1 < . l< 



loi^jjljLJuj ib^jl 1 T c db>jjo 

.ju^ v^l lj Scenarios Tools kS$u* jl 
v^I Ij Add cujj^ Scenario Manager ^sl o^b** ^ 15 .p .T 




1 



2 


3 


4 


5 


6 


7 


8 


9 


10 


11 


12 


13 


14 


15 


16 


17 


18 


19 


20 


21 


22 


23 


24 



Average income per customer 
Direct Cost 
Gross income 

Average number sales per month 
Gross income - week 
Gross income - year 



Fixed cost 

labor 

Rent 

Depreciation 
Advertising 
Office exp. 

Other exp. 

Total Fixed costs 
Net income 



Week 

34. 7S 
30.12 
4.66 
33,759 

157,317 



Year 



8,180,481 



3,494,046 

1,635,511 

453,305 

291,647 

496,944 

1,295,323 

7,667,281 

513,200 




Cell Define Name 

Averagejncome _per_customer 

Direct_Cost 

Gross_ income 



L*\ 
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.Original Scenario \jujS ^ub < Scenario name jJLs^ A 
3 Jlu^ v Licijl \j jjsllo / jIjlsLo lS3L> lsL^J^JLju cuxd> Changing calls jJLs .T 

j £>{)6 Scenario Values lsI 0,3 b«> >SJ£ OK 

.juJkS C-JS Add iS$j 3 a^aS I3 l_s C Ij aja> ^oLsLo .V 

JuuiS ^ ) \j lS^jLljuU i_Su 

. Pessimistic Scenario : a^aS v^b < Scenario name aJLs ^ A 
(_S3j 3 JuuS <~J Litol Ij j+szjjo / jIjoLo i_S3l> lsI^Luu cuxfii Changing cells jJLs _>:> .T 
.i3_^u v.su) jjfclib Scenario Values i_sl a^bta ^JS OK 

Ij ^lijjAj lS3J_;IjljuJ oS ) AjjS jjjJZJ (_SljJ \j AjA> jJ^lfijO .T 

(aJA^ 1 frjQ JuUUO 

.aja 5 CLJS Add <_S3 j .Y 



Juud> | ) ^OLlaJ 0^3^ '—^30 ti-JuU l_Su 

. Optimistic Scenario : aa 5 vjIj « Scenario name jJLs^ A 
(_S3j 3 JlxjlS V_l Licijl Ij j+sjja / jIjlsLo lS 3L> LslgJ3JL*ju cuxfii Changing cells aJLs _>:> .Y 
.^3_aj Scenario Values lsI o^btx) OK 

\j <^LijJ (_S3 JjL1ljuU oS (-SjJ^LfijO ) AjAS IpJ^LuJ JJuSti (_SljJ \j AjA> Jjilfijo .Y 

(aja5 1 frJO JuUUO 

.AjA^ CLdS Add <_S3j .Y 



2 >Y 
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'Col j 3 



JuuS tjvjO O^UjLjujI Ol93j 0 ^1^30^9 jl 




JE> . jjjlS CJS OK lS3j 3 jl^ ^13 Ij v_sJ3jo> 9 L gjb < Scenarios Values jJLs .p 

.Jijl OJUuJ jjilfijO L j9 _pol> 

) =B 2 * 1.25 :jLaS i.,13 \j jjj J3J0 ^9 ( E 2 ) Averagejncome jJLs p : JLo 
J3JLUU jlAiLo j\ %TD Averagejncome J3JLUU jIj^Lo < j\ j ^ .( %TQ 

.^3^ A£il3j>- B 2 



3-!jLljuJ ld> Oil^> ^JvjljuJ; j$j Qj 



3 jujS C.,.15 Edit ^3^ 3 vb^ul Ij 3 j;L-«ju < Scenario Manager «_sl pb .p 

.JuuiS Ij 3rljb- kjJ ^plfljO 



3 jjLljuj <jjujIoJ 




Ij 3 jjLjuu < Scenario Manager lsI a,3b«> .pb _p 
^ jujlS Gid^ . jlajlS Show 3 u b^l 

v _sOLs juJl> _jjiLajo 1 Loouj 

.JuuJ Ju^l3> LJ3JL-U 



i*T 
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j\jj\ j\$j °U CJJjLljuJ G^Sul V-Su G.V)S ClSLol 

3 -\j_aS L> Customize ujug^u vC^ul h> Toolbar cujjS View lS^juo jl 

vl^ol \j Scenario cu ^>0 03 IJ Tools cu_^:> jl .jl^S L> Command 

■ Jl^juulSu jljjl cb Ijjl 3 



^ cAul>^ 



«_sl o^bto ,pl5 .jlu5 c!J 5 Summary ^ < Scenario Manager tsl o^Lsjo ^ 15 .p 
cLtgj Jj 19 Loouu lS^jLljuu <-sIjj p q j 3 ^ .^ 3 _aj u i_ 5 \jo j^Ub Scenario Summary 




Scenario summary 0 
Scenario PivotTable report 0 



Scenario Summary \ j $ 



.jujS vU^I \j Scenario summary m ) 
oL_»juLsjo 3 gjx> J $jojB ol_)j<xd> \j cuxd> i Result cells jJLs ^ -T 

c Juolj^ JljuUj iJLukS U Ll^lju I I \j ^Os-^jO ^SlfJ 3 JLuJ Jq_Q_ 9 < JuujL U j Lpjl ^l-XSJ jS\ .JuuS 

■ OLSLjuJ 3 jS Juofp 3 ^loQQ Cju0u3 

.juu^ SJS OK lS 3j T 
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i 



_ti i 



Scenario Summary 



Changing Cells: 



Optimistic Scenario 



Result Cells: 



G ross i n ce in e ye a r 

TotalFixedcosts 

Net income 



8,180,481 8,180,481 

7,667,281 7,667,281 

513,200 513,200 



14,560,000 -4,680,000 

7,667,281 7,667,281 

6,892,719 -12,347,281 



Notes: Current Values column represents values of changing cells at 
time Scenario Summary Report was created. Changing cells for each 
scenario are highlighted in gray. 
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culj 

LcXjuJ B O^jLjuJ \j L^J^JLjuU jjdJj.bl ^_ 5 \joLajjI ^C)5xJ> JuycS Ol92> 

,^5-juj jLSLaJjI b^Jul Id^^jjljLJuj :>b*jl jl Jjl 9 ^jvjoLujI Cjujcx^I .Jul 0 ^ 1 ^ 

jj^liLo JjoLaju D O^JLjuj . q^Suouo ^IjJ^liLjujI < ^_5\joLjujI O3-V 

Original Scenario />U oc*j ^jJL^I ^-slo^ .juujL ^jvjo Jjuo 

3^ L JuuS CLajUuLqjO /XJ3> U I J guLu JLU^kpfcJ CjljujI Q^ uOuO I Jjj ^3_ juJ ^JVJO CLiu^Cp 

^jyb jlj Ij Jjuo t-Sl& OJuul 

PivotTable jjjj \£ 

\j Scenario PivotTable report <ujjS < Scenario Summary lsI o^bex) .plS .p .) 

.AjjS 

v btxil 

V L^jI oLljujL^jo 3 gxxc> J 3 jojS oIjjoj^ cb 1^ L^J 3 JLuj cloj^ c Result cells jJLs j* .T 

t Juolj^ JljuJj IJulaS btxil \j /xpjo lSI^J^Luj lai iB t JuujLj ^IjJ Lpjl ^Ijl^j j£\ .JuJkS 

,oLSLjuJ3jS Juolp 3 gj)laPX) CjuOu 3 

.Juu^ cSuJK OK LS33 T 
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PivotTable - ^ [ft S “E f % |T| 




A 


B 


C 


D 




1 


$B$2:$B$3 .Average number sales 


(All) 






_ 


2 












3 




Result Cells ▼ 


i 1 


4 


$B$2:$B$3,Average number sales per month,$C$10:$C$15 ▼ 


Gross income year 


Total Fixed costs 


Net income 


5 


Optimistic Scenario 


14,560,000 


7,667,281 


6,892,719 




6 


Original Scenario 


8,180,481 


7,667,281 


513,200 




7 


Pessimistic Scenario 


-4,680,000 


7,667,281 


-12,347,281 




8 
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Ij Report Manager (jiucsj s-h-cP L> Ia^jLliuj ' c '° t jjujljS jjjuo jl 6 ^Lcu-«jjI U 



.JlaJlajJ UijS ‘ ^ ^ J-Xi9 ji 

L^jCi I c Lt>b i_Sljj Ij Cj_u uji oLxJdju 3 Jlu^ <w»L>jul ^jJ ji Ij 3 JjLi_*ju c L^>b . ^ 

■ J jS JLxd 
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.jl^S L> Report Manager View ^^juo jl .T 
U Edit Report <_sl .pb .ajj£ <SJS Add T 
. jlulS cjjb Ij yoouul Report Name jJL*s .Y 
.juuS vEsluI Ij Scenario cujj^ Section to Add Ouoouos p .0 
Section jJLs p .juuS djiS Add «_S3_; 3 e>±j 5 CjljuULaJ ji U 0^3! ■ ^ 

cisLol Ij L^^jjLjljuj cixx^ b ciobl Ij Jjcxx: ^jjI ,^ 5 -juj ^jvjo j^Lb in this Report 

mJulaS 



.juj£ SJS OK ls 3j .V 




Lq>$j 0 )L-*jj yb 

Print ^ssj $ vb^jl L> ^Lljuj.jl^ jb Ij Report Manager <ujjZ View ^s^uo jl 

.^^-JUJLUO ^j\s> CUiSljL> l-Sl < ^SjJ jj5> . JuJkS 
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